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Agency

Washington County

Division/Unit
Finance

Item No

Description

Retention

1

Ledger cards: general ledger information, appropriations,
revenue, shows account, number, code, date, P.O. #, check
number, description, transactions, totals to date

Public improvement bonds: correspondence, application of
proceeds, description of bonds, notice of sale, consents,
certificate of assessed value, tax compliance certification,
capital budget report, results of competitive sale, capital
improvement programs 1996-2001

Debt schedules: invoices, bond payable statements, adding
machine tapes, work papers, bond discount statements, deposit
tickets, correspondence, tax forms, principal advice statement,
transactions statement

Transportation bond information

-contains but not limited to: memos, sinking fund requirement
and debt service payments, bond book entries, participation
agreements, revised participation agreements, loan proceeds
cert., request for reimbursement

Certificates of deposit, bond projects: statement of receipts of
interest income, credit advice, confirmation, work papers

Year end work papers - support; capital projects, golf course,
general fixed assets, transportation and airport, utility funds,

general funds, general file, agency fund, special revenue funds,

deferred comp., transaction summary

Permanent. Transfer
periodically to the MD State
Archives

Retain for twenty (20) years,
then destroy. Prior to
destruction, review for extended
retention requirements

Retain for twenty (20) years,
then destroy. Prior to
destruction, review for extended
retention requirements

Retain for twenty (20) years,
‘then destroy. Prior to
-destruction, review for extended
retention requirements

Retain for twenty (20) years,
then destroy. Prior to
destruction, review for extended
retention requirement

Retain for three (3) years and
until all audit requirements have -
been met, then destroy.

Approved by Department, Agency or Division Representative

Date

Signature

Type Name Jonit+L. Bittner

Title

June 21, 1999

WL WAL R

Date

Signature

County Clerk

Schedule Authorized by State Archivist

'JUL 2 0 1999

%I/Mw
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Item No Description Retention
7 Tax information: tax returns consisting of FICA, state Retain for three (3) years and

10

11

12

13

14

retirement, state withholding, county retirement, federal
withholding, computer generated printouts, adding machine
tapes, deposits, returns, forms, attachments, correspondence

Federal W-2’s: file copies, computer listings

Vouchers: voucher forms listing: invoice/purchase orders,
voucher number, p.o. number, vendor number, N/A, invoice
number, date, pay date, total, description, fund/type, dept.,
object, p.o. register, voucher register, check register, voided
check register, voucher schedule

Budget reports - computer generated: balance sheets, budget
report, revenue report, budget transfer request, work papers,
approved operating budget, long range strategic operating
summary, personnel reclassification request, capitol outlay
request

Budget reports - computer generated: balance sheets, budget
report, revenue report, general journals, expenditure report,
revenue transaction reports, expenditure reports, budget
transfer requests :

Budget reports (year end): work papers, approved operating
budget long range strategic operating summary

Time cards: computer generated

Time cards - Washington County commissioners: computer
generated, missing time card list by week, various computer
printouts, adjustment list, car use, defer annuity, supplemental
deduction edit. Time cards - transportation county road

Payroll reports

-contains but not limited to: pre-check register, attendance
sheets, check register, payroll analysis, overhead report, proof
register, payroll audit log, year-to-date report

until all audit requirements have
been met, then destroy.

Retain for three (3) years and
until all audit requirements have
been met, then destroy.

Retain for three (3) years and
until all audit requirements have
been met, then destroy.

Retain for three (3) years and
until all audit requirements have
been met, then destroy.

Retain for three (3) years and
until all audit requirements have
been met, then destroy.

Retain for three (3) years and
until all audit requirements have
been met, then destroy

Retain for three (3) years and
until all audit requirements have
been met, then destroy.

Retain for three (3) years and
until all audit requirements have
been met, then destroy.
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15 Weekly payroll registers: computer generated - check register, | Retain for 3 years and until all
direct deposit register, year-to-date, labor distribution, audit requirements have been
retirement deductions, adds and changes to master file, leave fulfilled, then destroy.
status, proof and deductions, time transaction edit list

16 Payroll reports - computer generated: pre-check register, year- | Retain for 3 years and until all
to-date report, check register, payroll analysis, payroll audit requirements have been
overhead reports, labor register, control header audit report, fulfilled, then destroy.
payroll audit log, payroll proof register, all deductions report

17 Payroll attendance sheets: computer generated employee Retain for 3 years and until all
attendance exception listings, leave available, wages, vacation | audit requirements have been
hours, sick hours, personnel fulfilled, then destroy.

18 Payroll change files Retain for 3 years and until all
-contains but not limited to: correspondence, adjustment file audit requirements have been
maintenance, payroll information sheet, withholding fulfilled, then destroy.
certification

19 Payroll deductions: computer generated weekly retirement Retain for three (3) years and
reports, annuity bonds, union dues, united fund, FICA, state until all audit requirements have
withholding, leins, credit union, health insurance deductions, been met, then destroy.
proof and deduction reports

20 Payroll checks (cancelled) and computef generated cancelled Retain for three (3) years and
check list until all audit requirements have

been met, then destroy.

21 Personnel terminations Retain for three (3) years and
-contains but not limited to: withholding certificates, until all audit requirements have

| notification of personnel action, resignation memo, copies of been met, then destroy.
payroll checks, employer's first report of injury, insurance
claims, retirement forms, benefit payments, drug and medicine
records

22 Telephone bills Retain for three (3) years and
-contains but not limited to: itemized call detail report, until all audit requirements have
payment and adjustment report, payment voucher, monthly been met, then destroy.
invoice, activity report

23 Uniform finance reports Retain for three (3) years and

-contains but not limited to: transmittal and verification
documents, review, annual financial report, shows revenue by
general fund, capital projects, enterprise, schedule of fees

until all audit requirements have
been met, then destroy.
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‘Item No

Description

Retention

24

Conventions and visitors bureau CPA reports

-contains but not limited to: tax filing instructions, tax returns,
personal property returns, financial information, minutes of
convention bureau board of directors, grant data

Washington County regional airport: billing master file,
computer generated listings showing account, N&A,
description, rent amount, budget code, req. #, contact, payment
journal, copy of invoice and check received, rental car
concession report, adding machine tapes

Roads billing: billing for gasoline, fuel tax, payments are
received from airports, golf course, board of education, court
house library, SPCA, Boonsboro, HeadStart, housing, etc.,
payable to commissioners

Grants

-contains but not limited to: auditors report, audit agreements,
health and life premiums, expenditure account history,
invoices, store room requisitions, expenditure transaction
reports, budget transactions, check copies, reimbursement
claims, budget balance report

Washington County workers compensation fund checks
(cancelled)

Workers compensation account closed - bank reconciliation:
bank reconciliation statements: commissioners receipts for
W.C. premiums, worker’s compensation payroll analysis for
roads dept.

Warrant request: treasurer’s report warrant, ACH transfer lists,
warrant number, fund, date, pay to, amount, dept, object and
sub object

Screen annually. Destroy
material having no further
administrative, fiscal, legal or
operational value. Retain
permanently any material that
serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
Archives. ‘

Retain for three (3) years and
until all audit requirements have
been met, then destroy.

Retain for three (3) years and
until all audit requirements have
been met, then destroy.

Retain for five (5) years and
until all audit requirements have
been fulfilled, then destroy.

Retain for three (3) years and
until all audit requirements have
been met, then destroy.

Retain for five (5) years, then
destroy.

Retain for three (3) years and
until all audit requirements have
been met, then destroy.
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Description

Retention

General ledger

-contains but not limited to: journal entries, G/L postings and
updates, registers, appropriation journals, encumbrance
journals, G/L detail list, current disbursement journal, check
registers, revenue transaction list, 13™ month prior year
expenditures

Warrants and journal entries: journal entry forms, shows: fund
name, journal voucher number, date, account name, number,
debit, credit, back up data, labor distribution, warrant request,
treasurer, memos

General ledger transaction report: computer generated, lists:
account, date, reference, vendor number and name, description,
debit, credit, year to date transactions, general ledger update,
check register, revenue transaction report, expenditures, 13"
month prior year

Payroll account bank reconciliation: computer generated
listings - check number, date, outstanding check number,
amount, bank statement, work papers, check copies,
outstanding check listing

Poll workers check registers: computer generated listings:
district, name, gross amount, net amount, check number, date,
social security number

General ledger trial balance (budget reports) - computer
generated listing: account code, title, debit, credit, balance,
date

Warrants disbursements journal - computer generated listing:
warrant number, received from, date, account code, amount,
debit, credit

Cancelled checks: general disbursement checks (cancelled), list
of check number, amount, trace number

General fund treasurer’s reports: cash statements, adding
machine receipts

Retain for three (3) years and
until all audit requirements have
been met, then destroy.

Retain for three (3) years and
until all audit requirements have
been met, then destroy

Retain for three (3) years and
until all audit requirements have
been met, then destroy

Retain for three (3) years and
until all audit requirements have
been met, then destroy

Retain for three (3) years and
-until all audit requirements have
been met, then destroy.

Retain for three (3) years and
unti] all audit requirements have
been met, then destroy.

Retain for three (3) years and
until all audit requirements have
been met, then destroy.

Retain for three (3) years and
until all audit requirements have
been met, then destroy.

Retain for three (3) years and
until all audit requirements have
been met, then destroy.
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No. Description Retention

40 Audit controlled forms (yellow): record of monies paid to the Retain for three (3) years and
county commissioners, listing: department, received from, until all audit requirements have
address, paid by (check and cash), description, amount been met, then destroy.

41 Accounting receipts: pink/yellow account receipt forms, Retain for three (3) years and
remittance advice, copy of voucher, copy of check stub until all audit requirements have

been met, then destroy.

42 Stock room billing: computer generated listings, containing: Retain for three (3) years and
stock room usage bill, requisition forms, adding machine tapes | until all audit requirements have

been met, then destroy.

43 Washington County public golf courses: Black Rock - Retain for three (3) years and
Washington County public pro shop sales, invoices, payroll until all audit requirements have
reports, time cards, restaurant sales been met, then destroy.

44 Financial reports/audits (year end): reports created by CPA Permanent. Transfer
firm periodically to the MD State

Archives

45 County owned rental properties Screen annually. Destroy
-contains but not limited to: invoices for rents paid, lease material having no further
agreements, correspondence, accounting receipt forms, rental administrative, fiscal, legal or
spreadsheets operational value. Retain

permanently any material that
serves to document the origin,
development and
accomplishments of the
department. Transfer '
periodically to the Maryland
Archives.

46 Misc. subject files pertaining to civil defense, oil spills, Screen annually. Destroy

planning department, 1099s, mosquito control, rent, memo, fire
companies, parks and recreation; consists of correspondence,
invoices, oil spill call out sheets, 1096 forms, tax returns, 1099

material having no further
administrative, fiscal, legal or
operational value. Retain
permanently any material that
serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
Archives.
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Description

Retention

Gasoline revenue files: remittance advice from the state of MD,
pink receipt copy, correspondence, check copies

Transportation revenue sharing - highway (state of MD):
remittance advice, correspondence, pink account receipts

Interest on repo’s

-contains but not limited to: yellow receipts, tickets,
confirmation notice, treasury notes, investment pool, depository
accounts, interest sheets

' Fixed assets: computer generated listing, consisting of: dep - all
asst - asset AC/asset 1D, fixed asset master file maintenance,
adding machine tapes, control monitor, computer equipment

| inventory, monthly inventory update forms

Retain for three (3) years and
until all audit requirements
have been met, then destroy.

Screen annually. Destroy
material having no further
administrative, fiscal, legal or
operational value. Retain
permanently any material that
serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
Archives.

Retain for three (3) years and -

-| until all audit requirements

have been met, then destroy.

Retain for five (5) years and
until all audit requirements
have been fulfilled, then
destroy.




INSTRUCTIQONS .- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS $50-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENICORY

Page Aﬁ- - o ____

1. DEPARTMENT/AGENCY

WEsith Co.

2. DIVISION F)}/ﬁ/}/@@

3. UNIT

DEFINITION . Racords Serles -

A group of related records normally filed and used as a unit for reference as

well as retention and disposition purposes,

/@}5cmz>/ue/we(/>

‘4. RECORD SERIES TITLE z_’«@d7ér* C@/?i_ﬁ

5. EARLIEST YEAR / LATETEST YEAR

% Yra-~a

/@ez/ €/Vl/€/f
5/%900\5

Check. LD, s Desce
DBrTe.

6. RECORD SERIES DESCRIPTION { Bneﬂy descnte the types of information/documentsiforms found in the Senes

Incluce

lf‘ 6/!/6}’27/ Aﬂ /e;ﬂ /Aﬁ{f’/ﬁ%// oD - /ﬁ?ﬁﬁbfbﬁ //;'7-235

przyf /I/Z/MACV“ cﬁc/ze @/97— o) #

r“//o/’/',;;a

, 7’,&9/7(\,//:»&5-» /97%7%
FMr )T 7 /,oed T= /”e/a/aae, /77/55//07 Z/A @/97'

7~

ihe purpose of funclien of the Senes)

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE 9. VOLUME
- Q Fie Orawer(s)
0 Leter Size a Microfiifm O Alphateticat a Microfilm Reel (si
a Computer Tace st .
0 legal Size a Computer Tzce a/f(mencal j B~Cher (Spec: ’/)J%—
O Beund Book QO Floppy Disk g Chronolog:cal Number Gwélcf@fg/
O Awdo Tape O Video Tape O Geograohica) 10. ANNUAL ACCUMULATION
9/ 7] N O File Drawer (<)
trer (Specify) - a Olher {Speciiv) O Microfilm Reet (s)
j o Comguter Tapa(s)
ﬁ/ 4/CZ a Other (Specify)
e Nurmber
11. FILE IS USED B 12. FILE BECOMES INACTIVE AFTER
a Daily O Weekly a  Monthly o Month(s) o Year(s)

Number

13. CURRENT LOCAflON(S) (Bidg.. Floor, Room)

YIS E 177 20T~ IV IT T4

14, 1S RECORD SERIES DUPLICATED ELSEWHERE?

(If yes. specify agency or office)

jb a  Yes e 'l
15. ACCESS RESTRICTIONS (If yes. cile law(s) % reguiation(s) 16. AUDIT REQUIREMENTS
G Yes a No G None a  State O Fegeral G Independent

17. 1S AN INDEX SYSTEM USED? (I yes. expiain oreily ang

cewenpe any hardware/software)

1

‘es

18, RECOMMENDE[? RETENTION PgﬁMﬁ&éﬂ_Wa
To Tre 17, STpte FRe/vee.

19. NAME ANO TIILE OF PREPARER

20. TELEPHONE NUMBER

Lty

21. DATE

06§ S50-4 Taysed ug/
9,




INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTGRY

REVISED RECORD SERIES FORWARQ WITH RECOROS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (0GS 350-1) 7275 WATERLOO ROAD

P.O. BOX 275 - JESSUP. MARYLAND 20794 . Page . or
. DEPARTMENTIAGENCY 2. DIVI 3. UNIT

7/%4# a7, M/‘fﬂét

DEFINITION - Records Serles - A’group of related records normaily filed and used as a unit for Q{emnce as well as retention and disposition purposaes.

4. RECORD SERIES mLE7p//é//c //Wfﬁngﬁ/ 5. EARLIEST YEAR { LATETEST YEAR
Lrdds 7% Lur7ey

6. RECORD SERIES DESCRIPTION ( Buelly descrite the lyges of information/documentsferms found in the Senes  Include me pu.pose or fyncticn of the Senes)

0/7/7?; mzyl@mzf’ /goj/m //@‘W s
| /9//9/1/" W%p/&vé A2 /i/ T EfS5 <—‘i'/* /
Cm&éﬁﬂg - CorTi el of s = f > 27 L5z Sty
//WWF’ T ’5%” AL A
/ééb//fe s o= fo/«///eﬁf/é ,/ej

VB2 ﬁw/z%”f'/%wé /f/éj/,?jﬂ/

Leter Size Q Micrelilm a Alpnatelical O Microfiim Reel (s

Q// a Compuler Tace {s
0 legal Size a Computer Tzce umerrcal a Cther (Specily)

C Beund Bock O Floppy Disk C Chronolog:cal Number M /6
o Audio Ta O Video Tape O Ceograohical 10. ANNUAL ACCUMULATION _
R e Qa File Drawer (s}
’ ; Microfilm Ree! (s}
her (SD%fo)MW% a Clher (Speciv] e
a Compuler Tapeals)
DIE °

Other (Specify)

e . Number
11, FILE IS USED o ) 12. FILE BECOMES INACTIVE AFTER
Qo . Daly o Weekly a  Monthly ) 0o Month(s) o Year(s)
Number :
13. CURRENT LOCATION(S) (Bldg.. Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
a Yes O No

15. ACCESS RESTRICTIONS (if yes. cite law(s) & requiation(s) 16. AUDIT REQUIREMENTS

L Yes 3 No O None O State O Federal O Independent

17. 1S AN INDEX SYSTEM USED? (f yes. exoian oneily ang | 18. RECOMMENDED RETENTION 6‘)”/?//)/ 7;-)’" /?D)/eﬂ/“s

(::..-,-,:;ce any hardware/software) ﬂ/‘/ D% 7 >£- ?}’N@PT M’D
;o 5 [Evree for Sderded Keie @1}7"‘ 9%

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

Reqremen 7=
= A

C63S S50-4 Feysed 1/93)

3,




INSTRUGTIONS --

TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

OEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOQ ROAD
PQO. BOX 275 - JESSUP. MARYLAND 20734

AGENCY RECORDS INVENJGORY

of

Page &

1.

Wt Lo

DEPARTMENT/AGENCY

2. DIVISION
~

3. UNIT

DEFINITION - Records Series - A group of related records normally filed :Dd used as a2 unit for referance as

wall as retention and dlsposiion purposes.

4. RECORD SERIES TITLE D@Afé&@/k/% |

5. EARLIEST YEAR / LATETEST YEAR

/243 1

6. RECORD SERIES DESCRIPTION { 8Briefly descrite the tyges or m{ormanonldocumen(s/rorms ound n the Series

W Bees | Lo ¥7
/%‘ﬂ%/V/W%/Q//Vﬁ /44;@%-

Dis o7 ol Drsetren s |
CorTes

SFe]&

/ﬂﬁMMA@,

Inclu<:=l

=

6%/6/:7/5 -

@Dﬁéf/ //0}4&/
754 ,éf/ﬂ;é //’7//6//052—[)
Z7ER. 7/ /Wéff‘&/’[ﬁ%as Egr=ri e;;a/»

the purpose of runcncr\ of the Serres
A PR 5 - Bowd,
%@/Wse

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
- . O File Drawer(s)
{=ter Size 0 Microfilm a Alphatencat a Microfilm Reel (s
/ O Computer face s
0 legal Size a Computer Tece @ Numenical ! 0 Cther {Specify)
O B-und Book 0O Floppy Cisk c Chionolog:cat Number é”l / 7,.
a Aucko Tape a Video Tage 3 Geographicat 10. ANNUAL ACCUMULATION
‘ O File Drawer (g}
Q Cther (Specify) a Clher (Specifv) O Microfilm Reel (s}
O Comgputer Tape(s)
O Other (Specify)
e Number
11. FILE IS USED ’ 12. FILE BECOMES INACTIVE AFTER
g Daily O Weskly a  Monthly o Month{s) o Year(s)
Number
13. CURRENT LOCATION(S) {Bldg. Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or office)
o Yes 0O No
15. ACCESS RESTRICTIONS (if yes. cile law(s) & requiation(s) 16. AUDIT REQUIREMENTS
L Yes 3 No 0 None o Slale O Fegetal O Independent
17. 1S AM INDEX SYSTEM USED? (If yes. exciain driefly and 18. RECOMMENDED RETENTION
csspe any hardware/software) ’
P c Mo
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

C6S $80.4 \Taysed 11931

s




INSTRUCTIQNS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENIGRY

REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (0GS 530-1 7275 WATERLOO ROAD /
P.O. BOX 275 - JESSUP. MARYLAND 20794 Page /B of

{. DEPARTMENT/IAGENCY 2. DIVISION F/,Wﬂae 3. UNIT

DEFINITION - Rocords Sarles - A group of related records normally filed and used 23 a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE‘W#}I/LSPP/‘%}(} gﬁ/ﬂ 5. E;(LIEST YEAR / LATETEST YEAR
TQ
IR Ol T a ) e

6. RECORD SERIES DESCRIPTION ( 8rieflly descrice the lypes of information/documents/forms found in the Series  Include ihe purpose cr functien of the Senes)

ConTB) os, bic7 75 AT LM iTEd TEE Mentos,
S/0K) /(J7 Frond B egpic reueo]s #@eérép/ ce
30)9’7/0{ 2/15/_6; B puJ Bk EOlVes -
PorTie) PIETop> oS slS - ffe VIS ed VT T -
ﬂéf wEST fov Beinilicrse s/ - dﬁg)%{/\{e

-
7. RECORD SERIES FORMAT(S) 8. RECQORD SVERIES SEQUENCE 9. VOLUME
- . ' G File Orawer(s)
O Leder Size C Microfilm Q Alpnhatetical 0 Microflilm Reel (s}
: ‘Z/go)‘puler Tace s
O tegal Size 0 Computer Tzce S Numerngal i y ‘thet (Specily)
0 Beund Book a Floppy Disk g Chronological Number c/(é / P /m’:j\
o Aucio Tape o Video Tace O Geograohicat 10. ANNUAL ACCUMULATION
R . - - . a File Qrawer (5)
O Other (Specify) ‘0 Clher {Speciv) O Microfilm Ree! (s)
O Comgputer Tapa!s)
Qa Other {Specify)
s Number
11. FILE IS USED o ’ ’ 12. FILE BECOMES INACTIVE AFTER
Q Daly 0 Weekly 3 Monthly ] a  Month(s) a  Years)
Number
13. CURRENT LOCATION(S) (Bldg., Floar, Room} 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

éMM@NT:MA//% o  Yes o No

15. ACCESS RESTRICTIONS (If yes. cile law(s} & reguiation(s) 16. AUDIT REQUIREMENTS

G Yes a No a None o State O Fegeral O Independent

17. IS AN INDEX SYSTEM USED? (If yes. excian onefly and 18. RECOMMENDED RETENTION
wrbe any hardware/software) )

T ‘es G Mo

19. NAME AND TITLE OF PREPAR 20. TELEPHONE NUMBER 21, DATE
065 §50-4 ,Tagseq 193 /
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SCHEDWLE (DGS 850-1)

1. DEPARTMENT/AGENCY

st Co.

INSTRUCTIQNS ~ YYPE OR PRINT A SEPLRATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

RECORDS MANAGEMENT DIVISION
7275 WATERLOC RCAD
P.C. BOX 275 - JESSUP, MARYLAND 20794

DEPARTMENT OF GENERAL SERVICES

Vi "
R v t“"\‘m :
EEE AN Ak s

AGENCY RECORDS INVENTORY

Page of

e ————————

2. OMISION

NUNE

—

3. UNIT

]

DEFINITION - Records Series - A group of relsted recerds normally Rled 1nd used as s unit for reterence 2w

well as tetention and disposition purposes.

4. RECORD SERIES TITLE C @r’ﬁ_ﬁa@:&‘é
Lord F75 Vel

?F_—D%/f-» 5. EARLIEST YEAR [ LATETEST YEAR

e
W

ST e ppery

A2l s

6. RECORD SERIES DESCRIPTION { Briefly doscrde the types of information/documenissiorms found in the Suie-s. tnciude the purpose of funcusn of ihe Sares) _

j2 ks pff//&‘/%ﬁdﬂ/'

Credir W iree ; conygrmslrom -
~

-

Jeorr % /9/6@/2/5/ v

2. tymé FORMAT(S)
etler Size

8. RECORD SERIES SEQUENCE

9. VOLUME
e Drawer(s}

O Microfiim O Afphabelicai O Microfilm Reet (s)
© Computer T3pe i3)
O Legal Size Qo Compuier Tape erical © Other (Specify) o
O 8ound Book O Floppy Disk O Chronsiogics! Nymber C M F- Z’
O Filg Drawer {3)
© Other (Specdy) © Other (Specily) 3 Mereliim Ree! (s)
: O Compuer Tage(s)
D /?—fé’/ O Other (Specity)
Number
11. FILE IS USED 12. FILE BECOMES IRACTIVE AFTER
0 Daily O Weekly a  Monthly o  Month(s) o VYesrls)

Number

13. QURRENT LOCATION(S (Bidg.,
V7)) 24 é’/c%zw

Floor, Room ; 14. 13 RECORD SER!ES DUPLICATED ELSEWHERE? (f yes. Speciy egency or office)
/@/“ &

O VYes ¢ No
16. ACCESS RESTRICTIONS (If yes, <ite low(s) & regulation(s) 1‘. AUDIT REQUIREMENTS
O Yes o No O None O Slale O Federal o

ndependent

17. 1S AN INDEX SYSTEM USED? (If yes, explan briglly and
describe any hardware/soiiware)

C Yes O Neo

18. RECOMMENDED RETENTION

18. NAME AND TITLE OF PREPARER

~

20. TELEPHONE NUMBER

1. DATE

W SGN4 Mevisant 11




INS = YYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS -RETENTION
SCHEDULE {DGS 550-1)

1. DEPARTMENT/AGENCY

st Lo

PG BOX 275 - JESSUP, MARYLAND 20794
f’-—-—-———————-——-—-——_———_—-——
e .

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

PSS,

O N

-

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD

Page

ot

2. OMISION

3. UNIT

DEFINITION - Records Serieu - A group of telated tecerds normally fled and used as e unit for cefesence 48

well as totention and disposition purposes.

4. RECORD SERIES TITLE 75/9_? E ,()d Laﬂf% %/6

§. CARLIEST YEAR | LATETEST YEAR

LT

Z

Fowerzl 1o /@*
2 /Vé ﬂ&/%/r&l

6. RECORD SERIES DESCRIPTION ( Briefly descrde the types of information/documaentstiorms found in the Series. Inciude the purpose of funcan of (he Seres)

=, WYPor<y = &970/7‘4. ﬁ/" 1/@/6' 5‘D/F’
Genverzzl. Foxed %'567'— T A215P,

~Aor7 ] TRy frwd; donern frls

(o= 7

DI ZJ 7oK i~

Z/ /L/c/ é/’éd/%/gf//eﬁwe,

/2 //f/ﬂ/aﬁ&” pﬁy/ﬁ»ﬁ%}/

7. REGORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE

3. VOLUME /
[ File Drawer(s!

O Leller Size o Micrafilm O Alphabeticai- O Micrafilm Reet (s)
© Computer Tape i3)
© Legai Size © Compuier Tape umerical Ef O Other ($peeify) wo
o Bock O Floppy Disk G Chronsiogies! Namber ol T,
/—
O Audio Tape O Video Tepe T Geographical 10. ANNUAL AGCUMULATION
O File Orawer (3)
© Ottrer {Speciy) © Other (Specify) S Merdlim Ree! (s)
: O Compuler Tape(s)
ﬁ W O Othes (Specify)
Numbe*
1. FILE IS YSED 12. FILE BECOMES INACTIVE AFTER
o0 Daily O Weekly U Monthly O Month(s) o Yaarls)
Number
13. CURRENT LOCATION(S) (Bldg.. Floor, Room) 14 1S RECORD SER!ES DUPLICATED ELSEWHERE? (I yes. speciy sgancy or office)
MIW - /;/;9? 1 :
o VYes ¢ No
15. ACCESS RESTRICTIONS {If yes, cite.low{s} & ragulation(s) 16. AUDIT REQIAREMENTS ‘
o Yes 0 N Q None o étah o Federal

0 independent

17. 18 AN INDEX SYSTEM USED? (I yes. explain briefly and
describe any hardware/sollware)
o Yes

O No

18, RECOMMENDED RETENTION

7 ’ ) T T T

19. NAME AND TITLE OF PREPARER

WAL CANA Baviead 101

Retain for three (3) Years and until
all Audit Requirements have been
Fulfilled, then destroy.




INSTRUCTIONS .- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEDULE (0GS $50-1)

RECORDS MANAGEMENT OIVISION
7275 WATERLOO ROAD

DEPARTMENT OF GENERAL SERVICES

PO. BOX 275 . JESSUP. MARYLAND 20794

AGENCY RECORDS INVENJORY

Page é 2 of

1. DEPARTMENTIAGENCY

Wﬁéﬁ[ p &,

2. DIVISION F';/V(?/Ifdé

3. UNIT-

DEFINITION - Records Setles -

A group of rolated records normally filed and used as a unit for refarenca as waell as retention and disposition purposes.

4. RECORD SERIES TITLE 7{5){ //[)FD‘/“MQ/} ‘5/(9

5. EARLIEST YEAR / LATETEST YEAR

(9230

6. RECORD SERIES DESCRIPTION ( Briefly descrice the tyges of information/documentsfforms found in the Series

T2X /?e?’r—/u_s Yy 5///07 pf= ez = SiE)E
KeTivre sz en// YT I=PD). f—/;%lp/@//,uf - LorenTy

Rerie f‘eﬁ'/tv?/z/f’ l/éc/ﬁr'a/ W/f/*/?é/a//’“//é

CDMPw/er‘ 76/1/"6/’2’7;/&34, /"/07_7//5 ”’J‘-’-Z/ oF 7
‘7’;779&5 Depns,7Zs - Kezur—/ws /C s

. -
Include the purpose or functicn of the. Sernes) -

/‘/ﬁcé//))cﬂH

W7 /E o

Via 775¢ /,»/me,{?/éf C‘/ﬁf"l/ ﬁ@k/ ?9/ orerS
7. RECORD SER FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
. . O File ODrawer(s)
~ter Size a Microiim O Alpnatetica O Microfim Reel {s)
a Computer Tace {s®
O Llegal Size a Computer Tzce Umercal a Cthet (Spezily)
0 Bzund Book O Floppy Disk G Chionolog:cal Number
O Audio Tape Video Tace 3’ Geographical 10. ANNUAL ACCUMULATION
Qa File Drawer (s}
Tter (Specily) 4 é i Z# a Cther (Specty) D Microfilm Reel (s}
0 Comgputer Tape(s)
‘p 7.___ a Other {Sgeciy)
e Number
11. FILE IS USED v 12. FILE BECOMES INACTIVE AFTER
o Daly 0 Weskly 3 Monthly O Month(s) o Year(s)
Number
13. CURPENT LOCATION{S) (Bldg Floor, Rocm) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (i yes. specily agency of office)

Yes o No
/ (o ,é'm /9 ool
15. ACCESS RESTRICTIONS (il yes. cite law(s} & reguiation(s) 16. AUDIT REQUIREMENTS
¢ Yes » a No O None a S!éle a Federal g Independent

17. 1S AN INDEX SYSTEM USED? (If yes. exciain onefly and
Genspe any hardwarel/software) ’

12 ‘es -G No

DESTres.

18, RECOMMENDED RE:ENTION(Cf/ﬂ Féf'f——/’ec la) ms
Pwd enoz L. &//m,d
W19 i€ cen> fonl. )T/ md, T

=1 aid re127e5KS
T 1+’

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

06385 5504 .Zmpsed 1/93) /
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INSTRUGTIONS -
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEDWLE {DGS 550-1)

TYPE OR PRINT A SEPARATE FORM FOR EACH NEW ‘

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECQRDS INVENJORY

7275 WATERLOQ ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

N

of

Page ¢ r

1. DEPARTMENTIAGENCY

Wizsyt Co

2. DIVISION /—/‘/'Wﬂ/é@

3. UNIT

DEFINITION - Records Serles - A group of refated reco

rds normally filed and used as a unit for referenca as

wall as retention and disposition purposes.

4. RECORD SERIES TITLE

/ZCA@K#A M/25

§. EARLIEST YEAR / LATETEST YEAR

19T D e

6. RECbRD SERIES DESCRIPTION { Briefly descrite the types of

WeRs f5 e bopi € |
l)()f% 4__@?”7/9%7/8—/‘426772’375

. 7 . .
information/documents/forms found in the Series  Include

%w,,

ihe purpose or functicn of the Senes)

7. RECORD SERIES FORMAT(S)

O Leter Size a Micrelilm

O Legal Size o Computer Tece

8. RECORD SERIES SEQUENCE

Vﬁm:a

Numencal

(=]

:

9. VOLUME

Fie Drawer(s)
Microflm Reel |51
Computer Tace s
Ciher (Specily)

272227

agaoa

weonte any hargware/soflware)

o es

BAd UN 27 L 124/ AP,

17 r e e s fZ;L/é'/

Desrr-=

O Bcund Book Q Floppy Qisk @ Chronolog:cal Number
o Awdio Iape o Video Tace a Geograchicas 10. ANNUAL ACCUMULATION '
. o File Drawer (s)
ther (Specify) a Cther {Speciiv) O Microfilm Reel (s}
o Comguter Tapals)
a Qther {Specity)
e Number
11. FILE IS USED i 12. FILE BECOMES INACTIVE AFTER
0 Daly o  Weskly a  Monthly O Month(s) a  Year(s)
. Number
4 .
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 2'_/%_1,{ IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)
Lorserr e = [INVITZ L
o Yes o No
E L)LY
15. ACCESS RESTRICTIONS (if yes. cite law(s! & reguiation(s) 16. AUDIT REQUIREMENTS -
¢ Yes 3 No O None a Slate O Fegeral O Independent
y ]
17. 1S AN INDEX SYSTEM USED? (If yes. axo@n onefly ana 18. RECOMMENDED RETENTION R&@lﬂ laV/ /A 66@)&?/{

e

19. NAME AND TITLE OF PREPARER

ALy

20. TELEPHONE NUMBER

21. DATE

06S $50.4 Tumgsed 1/931/
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[N3TRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | . DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENJORY
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

SCHEDULE (0GS 550-1) 7215 WATERLOO ROAD
PO. BOX 275 - JESSUP. MARYLAND 20794 " Page : of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

WHsH- Co Foppee

OEFINITION - Records Serles - A group of related racords normally filed and used as a unit for raference as well as retenton and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR
//pé/ééff S

TC

6. RECORD SERIES DESCRIPTION { Briefly descrite the types of information/documentsrforms found in the Series Include the purpose or functicn of the Senes!

Ve herForims, L STZ INVDIE )/ flrr e fozs < DTS
Ve per™ /09/. ; K2 /d»,/' /efddm/f/%,; /M/,%,
VDI AP 2 DIFTE; Foze I ; oW 7
Deseriprree: Flad res Dedl; ob/ecT>

/

RO Kezisjer— /ﬁ»/céeh/o/ef

_ ST e K forsTere
Vvorded Check, /?67/5722?7 ' z(? 4

M&{Mgﬂ 5¢M
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME

ot )
— -
a/ G File Orawer(s}
~ler Size 0 Mictefilm a Alphatelicar O Microlilm Reel (5)

2/ O Computer Tage s
a Legal Size a Ccmputer Tzce umercal g 'D 0O Ciner {Spezily)
0 Bsund Book O Ficppy Disk a Chronolegical Number é%, F7:_

Q Audo Tape Q Video Tace O Geograohicat 10. ANNUAL ACCUMULATION
. ] . a File Orawer ()
M{(Specxly) Z 2 ix / Z a Ciher (Spectiv) O Microlilm Ree! (s}
O Comcuter Tape!s)
O Other (Specity)
e Number
11. FILE IS USED » 12. FILE BECOMES INACTIVE AFTER
o Daiy QO  Weskly 3 Monthly 0 Month(s) g Year(s)
Number
13. CURRENT LOCATION(S) (B!dg.. Floor. Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
o Yes O No

15. ACCESS RESTRICTIONS (if yes. cite law(s) 2 requiation(s) 16. AUDIT REQUIREMENTS

Lo Yes a No a None a Slate G Fegeral 0 Independent

17. IS AN INDEX SYSTEM USED? (I yes. exciain crieily ang 18. RECOMMENDED RETENTION kaﬁ'-/p r-f//;?e égjkﬂ
+or0e any hargware/software) ‘ %M LA f/‘ L V2 2,/ y /'f—'%% //WE
2

7,
o ‘as C o W ol 45&/& W/F/)/c /zgﬂ

_D&STE'/*/ .

19. NAME AND TITLEQF PREPARER 20. TELEPHONE NUMBER 21. DATE

063S $50.4 .Tepnsed 1/93)
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INSTRUGTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1}

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENJGRY

Z.

Wittt Co.

. P.O. BOX 275 - JE3SUP. MARYLAND 20794 Page of
- »
1. DEPARTMENTIAGENCY 2. DMSIONF/-/{/#A/Ge— 3. UNIT

OEFINITION - Records Serles - A group of related racords normally filed and used as a unit for teference as

well as retention and disposition purposes.

4. RECORD SERIES TITLE

//ﬁb’fcé@r‘ S

5. EARLIEST YEAR / LATETEST YEAR

/923

DESCT 47500

/

4

VDire

6. RECORD SERIES DESCRIPTION ( Bfie(ly describe the lyges of information/documents/forms found in the Series Include the purpose of functicn of the Series)

//I/A/L(CZ@«J l/ﬂl/Oéel‘“#r )09/74' )/é/‘)JV"*#I N2

g
i Pooy dpe7e Tos /.

. DEET - péofTZ
er ﬂef/\s/’érgj CHee
| [orer)

Ke)s)er— .

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE

9. VOLUME

173 .

QO Fie Drawer(s)

fp,\/gé 4

Number

Lester Size o Microfim Qa Alphabelical o Microfiim Reel (s)
C”éjé a Computer Tace (s://o
0 tegal Size a Computer Tzce umerncal Fée _,_,—Q’C thet (Specily)
0 8-und Book a Floppy Disk o Chronolog:cal Mumber F/: @
a Audio Tape O Video Tape O Geograghical 10. ANNUAL ACCUMULATION
Qa File Drawer (s}
O Other (Specty) O Clher (Speciiv) O Microfitm Reet (s
O Comguler Tape(s)
O Olher {Speciy)
)/ﬁé/dc'ﬁr "/W//z’?,éer*
e Mumber
11. FILE IS USED ' N 12. FILE BECOMES INACTIVE AFTER
Q Daily a Weskly 3 Monthly o Month(s) o Year(s)

13. CURRENT LOCATION(S) {B!dg.. Floor, Room] VeI

BHsCMEVT - UNIT T-]0

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

o No

/ o Yes
Antd Fhor e/,é_px;;;
15. ACCESS RESTRICTIONS (if yes. cite law{s} & reguiation(s) 16. AUDIT REQUIREMENTS
v Yes a No g None o State O Fegeral O Independent

17. IS AN INDEX SYSTEM USED? (f yes. exoiain oniefly ana
wssoe any hardware/software) -

T ‘es C Mo

18. RECOMMENDED RETENTION

19. NAME AND TIILE OF PREPARER

Ry ’

20. TELEPHONE NUMBER

21. DATE

v

063S $50-4 ,Tmgsed 193] /
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INSTRUCTIONS .- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEQ RECORD SERIES FORWARO WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

-~

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOG ROAD
PO. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDOS INVENJORY

Page ép of

1. DEPARTMENTIAGENCY

Wizstt Cp.

2. DIVISION F; NN E

3. UNIT

DEFINITION - Racords Saclas --A group of related rocords normsily filed and used as a unit for referenca as

woll as retention and disposion purposes.

4. RECORD SERIES TITLE I/DM’Céef“éCbﬁdb//ffS

5. EARLIEST YEAR / LATETEST YEAR

/773

P e e

Véw&ﬁEﬂs

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of information/documenits/forms found in the Series Include ihe purpose or funclicn of the Senes)
CDNP%E;n7@”%ﬁ3%;$E/%@AMQS
“ 4%@%aé%3-.LA$Z§??5VCZ%%&y<S
F%WJ;T;“VéA%éﬂES-
Vorded checy. Fegi=s7Er~

rd

Foriod DI 7T

7. RECORD SERIES FORMAT(S)

Micreiilm

0 Letter Size o

0 Llegal Size a Computer ‘zce
O Bzund Book O- Floppy Disk

a f\udxo Tape a Video Tape

ﬁr (Speml-y) /A A Z /2

8. RECORD SERIES SEQUENCE
Q Alphateticai
W
0 Chronolog:cal

O Ceograchica)

O Clher (Spegiy)
Dﬂé/;/btfﬁéér‘
2,

NE

9. VOLUME
a File Qrawer(s)
o Microfilm Reel (s}
0 Comgputer Tace s

; g a Cther (Specily)
Number CL/, )C 7,

10. ANNUAL ACCUMULATION
a File Drawer (s)
0O Microfilm Reel (s)
0 Computer Taoe(s)
a Other (Specily)

Number

11. FILE IS USED

a Qaly O  Weekly a  Monthly

-

2. FILE BECOMES INACTIVE AFTER

a
Number

Month(s) a  Years)

13. CURRENT LOCATION(S) (Bidg.. Floor, Room)

BHOCIIENT] < VT J &5

—_

4, -IS RECORD SERIES DUPLICATED ELSEWHERE? (I y@s, specify agency or office}

a

|

/ f ) é o Yes o No
[erer 7/
15. ACCESS RESTRICTIONS (If yes. cite law(s] & reguiation(s) 16. AUDIT REQUIREMENTS

U Yes o No o None g State O Feceral O Independent
17. IS &M INDEX SYSTEM USED? (if yes. exoiain oneily ang 18. RECOMMENDED RETENTION

wnie any hardware/software) '

T ‘es c Mo
19. NAME AND TITLE OF PREPARER. 20. TELEPHONE NUMBER 21. DATE

CGS S804 Fmnsed 193] /







[NSTRUGTIONS -- TYPE OR PRINT A'SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENJORY

It (o

REVISED RECORO SERIES FORWARD WITH RECOROS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDWE 10GS 550-1) 7275 WATERLOO ROAD
‘ PO BOX 275 - JESSUP. MARYLAND 20794 © Page . or
[J—y ,/
1. DEPARTMEHTIAGENCY R 2. DIVISION . 3 UNIT

For o>

-

DEFINITION - Records Serles - A group of related records normally filed and used as 2 unit for refarence as wall as retention and disposition purposes.

4. RECORD SERIES TITLE

5. EARLIEST YEAR / LATETEST YEAR

5;//74/ /@ﬂp/’/é | 1225 Ctr 7207

1ppreved &

Sl97 = 7/4 ﬁjﬂe
A ) )ﬁw%@/&s‘f AP D17 2 Mooy

6. RECORD S/ES DESCRIPTION ( Briefly descrte the types of ifformation/documentsiforms found in the Series  Incluce ihe purposg ot functicn of the Scnez

Lompiiier fenersled : Lolmwne SteelS -
ﬂ d/ e/ /4600/”/ /fke/yme M géD/’/ - A/Jje:T‘
s K A/é’é/ - Mpf/( P;é}&efﬁ -

S &ﬂwwfz/ Bl

7. RECORD SERIES FORMAT(S)

O (~ter Suze O Micrcidm

Q Legal Size o Computer Tece
O Bsund Book O Fleppy Disk
Q Audo Tape a Video Tace

a{@eclfv) / / X / %7[ —
Gorndd Keprrds

8. RECORD SERIES SECUENCE 9. VOLUME
) o F.Ie Drawe!(s)
a Alphateticat a Microlilm Reel (s)
aQ Computer Tace is:
S Numerncal 2 a Cther (Spaziy)
@ Chronolog:cat Number f:!/w F'Z-_—
a Geograohica! 10. ANNUAL ACCUMULATION
. O File Drawer (g)
a Clher (Speciiv) a Microfilm Ree! (s}
) O Comguler Tage!s)
O Other (Specity)
Number

11. FILE IS USED

o Daly O Weekly a  Monthly

12. FILE BECOMES INACTIVE AFTER

O Month(s) a  Year(s)
Number

13. CURRENT LOCATION(S) (Bldg., Floor, Room)

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (i yes. specify agency or olfice)

a Yes a No

15. ACCESS RESTRICTIONS (If yes. cite faw(s! & reguiation(s)

U Yes Z No

16. AUDIT REQUIREMENTS

a  None o Slate O Fegeral O Independent

17. 1S AN INDEX SYSTEM USED? (I yes. exciain cnnllv ang
cmaste any hargware/software)

‘as S o

18. RECOMMENDED RETENTION /%//f/[) /’775/%
as] tewtsr 7. 12/ %A/F/ ﬂm/ééex)z;

19. NAME AND TITLE OF PREPARER

A C bee i ) Folled, T Hex Odessis 7B,

20. TELEPHONE NUMBER 21. DATE

LGS $50-4 mpseq 1/93)
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INSTRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEDULE {DGS $550-1)

OEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOQ ROAD
PO. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECOROS INVENJCORY

Page / / : of

Yo e

1 DEPAR ENTIAGENCY

2. DIVISION );/'/V/‘?A/C‘/e

3. UNIT

DEFINITION - Records Series - A group of related records normally filed and used a3 2 unit for referance as

wall as retention and dlsposition purposes.

4. RECORD SERIES TITLE £”J7g7— %@W%

S. EARLIEST YEAR / LATETEST YEAR

/zz_m@/%

Gﬁmpwféy‘

L u'dje/’

6. RECGRD SERIES DESCRIPTION ( Briefly-descnte the types of information/documentssforms found in the Series  Incluce the purpose or funclicn of the Senes

FEW R et~ B e 6/7%7‘ BrdgesT |
'37%/* 77 Revewie ﬁepﬁrﬂ_’ GreVeh /7L T/mzr,wﬂé -

EXP 6/{/4/7;@ /Q T Kevenye /ﬂ/—%é’s%fw
IfsS - Exﬁé@lwr‘e /f/ﬁf?p/xs

W\%@f“ /céf//&é/@

- >
=1
3

7. RECORD SERIES FORMAT(S)

Microiitm

O Leter Size a

0 Llegal Size a Compuler Tzce
O Bcund Bock a Floppy Qisk

a Auwdio Tape Qa Video Tace

4 ther (Specify)

8. RECORD SERIES SEQUENCE
a Alphatelicai

G Numerncal

[s]

Chtonolog:cal

(4]

Geograohical

T
By Fifyd/@/ff

9. VOLUME
O File Drawer(s)
O Microfilm Reel (s)

a Computer Tace {s: X )
g ':G’Clﬁer {Spec 4)%
e Ciglo) < =T

10. ANNUAL ACCUMULATION
o File Drawer (5)
O Microfilm Reel (s}
0 Computer Tape(s)
O Other (Specily)

Number

11. FILE IS USED

o Daily a  Weskly a  Monthly

12. FILE BECOMES INACTIVE AFTER

]
Number

Month(s) o

Yest(s)

13. CURRENT LOCATION(S) (Bldg., Floar, Raom) o= DM

L/Aw—/{ [

14. 1S RECORD SERIES OUPLICATED ELSEWHERE?

(If yes. specify agency or office)

15. ACCESS RESTRICTIONS (If yes. cite lawls) 4 !egulauon(s) 16. AUDIT REQUIREMENTS
G Yes » ' aJ No a None a State G Federal O Independent

17. IS AN INDEX SYSTEM USED? (Il yes. expiain driefly and
<unbe any hardware/software) )

T ‘es G Mo

18. RECOMMENDED RETENTION

19. NAME AND TITLE 6F PREPARER

20. TELEPHONE NUMBER

21. DATE

0GS $50-4 Fmgsed 1/93) /
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(NSTRUCTIONS - T'YPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEQULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOQ ROAD
PO BOX 275 . JESSUP. MARYLAND 20734

AGENCY RECORDS INVENIORY

Page~34 of
/7

1. OEPARTMENTIAGENCY

M)/%ﬁé Co,

2. DIVISION Fj/;/,;/{)de

3. UNIT

DEFINITION . Records Series - A group of related records normally filed and used as a unit for rafarence as

wall as retention and disposition purposes.

4. RECORD SERIES TITLE

( Yerx

B %J/e? S Lpr A=

5. EARLIEST YEAR / LATETEST YEAR

I

Enl,

6. RECORO SEﬁES DESCRIPTION ( Breefly descrice the lypes of information/documentsi/forms foung in the Series  Incluce ihe purpose or functicn of the Series!

WorK prfers — Koprared PR 754
Lok Nanype SIrFTZs s ggé,aégjzf Aé/((szm?

7. RECORO SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE

9. VOLUME
File Drawe!(s)

Number

[a]
~ler Size a Micrchilm a Alpnaceticar a Microfilm Reel (si
O Computer Tage is!
Q Legal Size a Ccemputer Tzce < Humencal ! a Cther (Spezily)
0 Beund Book a Fioppy Qisk € Cheonoleg:cal Number C L. }g 7,
Q Audio Tape @ Video Tace O Geograchicat 10. ANNUAL ACCUMULATION
O File Orawer ()
O Ctrer (Specily) a Cther (Soectv) O Microliim Reet (s}
. | e—— O Comguter Tape!ls)
gpb/ld MD/ /\5 a Other (Scecity)
vy Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daiy O Weekly 3 Monthly a Month(s) 8] Year(s)

13. CURRENT LOCATION(S) (Bidg.. Floor. Rogm)
Z/l/z/-c/w r- Ffé%ﬁuz

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

(if yes. specify agency or office)

g Yes o No
15. ACTESS RESTRICTIONS {If yes. cile law(s} & reguiation(s) 16. AUDIT REQUIREMENTS
L fes 3 No a None o Slate O Feogeral O Independent

17. 1S AH INDEX SYSTEM USED? il yes. exciain oneily ang
w=snte any hargware/software) )

2o fes

0
)

18. RECOMMENDED RETENTION

19. NAME AND TITLE OF PREPARER

VT4

20. TELEPHONE NUMBER

21. DATE

068 $50.4 Tepseq US3) /




[NSIRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION

RECORDS MANAGEMENT DIVISION

DEPARTMENT OF GENERAL SERVICES

JCHEDULE (9GS 550-1) 7275 WATERLOO ROAD

PQO. BOX 275 - JE3SUP. MARYLAND 20784

AGENCY RECOROS INVENJCORY

Page . of

2. DIVISION

el Zo | Enmee

3. UNIT

DEFINITION - Rocords Serles - A group of rolated records normally filed and vsed as a unit for refarance as well as retention and disposition purposes.

4. RECORD SERIES TITLE We Co/g—fdé

5. EARLIEST YEAR / LATETEST YEAR

[T Crer 7es]

6. RECORD SERIES DESCRIPTION ( Brielly cescrite the types of ifformation/documentsiforms found in the Series

59/77/0/472/* Grepter =7

Incluge ihe ourpose ot functien of the Senes)

7. RECORD SERIES FORMAT(S)

: B/{ler Size a

Micrefilm

O Legal Size a Computer Tzce
a Bzund Book O Fleppy Disk
a Aucio Tape O Video Tace

O Ctrer (Specily}

8. RECORD SERIES SEQUENCE

Q Alphatetical

S MNumerica!

(o]

Chronolog:cal

o

CGeograohical

a

Clher {Specuy)

9. VOLUME
O File Drawer(s)
a Microfilm Reel (s)
O Compuler Tagce is!

/7{0 Cther {Specily)
Number CM, FZ_-

10. ANNUAL ACCUMULATION
a File Drawer (<}
QO Micrefilm Real (s}
O Computer Tapels)
a Olher (Spacidy)

L Number

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

o Qaily O Weskly 3 Monthly Month(s) o Year(s)

Number
13. CURRENT LOCATION({(S) (B!dg., Floor, Room} 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
a Yes o No

15. ACCESS RESTRICTIONS (if yes. ctte law(s) % reau:auon(s) 16. AUDIT REQUIREMENTS

U fes c  No O  None o Slate O Feceral ] lndependen(

17. IS AN INDEX SYSTEM USED? (If yes. exciain cneily ang
wunnte any hargware/software) ’

o
oy

o ‘28

nive Lo /

18. RECOMMENDED RExENTlONfC )Q—//V;gr\f c&[))é’#?f"
s tsw 7T Y 42t Aty T

e Fal 7

V‘

L)V T pp AN
FHeed, ’?’ é,vc 3

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

L3S S804 Zmpsed 1/93)
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NSTRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED REGORD SERIES FORWARD WITH RECORDS RETENTION
SCHEOULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOQ ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INMVENICRY

of

Page ../

1. DEPARTMENT/AGENCY

Wé//)ﬂéfﬁ;/? 2

2. DIVISION

LKW )/’7/4//2/6

3. UNIT

DEFINITION - Records Serles - A group of related records normllly filed and used as a unit for refarence as

waell as retention and disposition purposes.

4. RECORD SERIES TITLE ////'95 6"4/_‘%&
//l//@/féxgﬁ;?o Co Coprgiss/on/ER=

5. EARLIEST YEAR / LATETEST YEAR

TC

/

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of information/documents/forms found in the Series

am}owa-7gmm&z T Cords
M) @//’? Thparee Cio 2 L)
VRIS CormpidFai Vg foni ks = S InTieaendl 21

CIK WSE & Defrer jfuimers], - -5 Wﬁﬂ/e/(// e/z)//sz_,

DeedicsTiope > ST

Include

~Ly LOEEY,

[ 4

the purpose or functicn of the Senes)

1.

RECORD SFRIES FORMAT(S)
Letter Size

8. RECORD SERIES SEQUENCE

,.#
yﬂ E%Drawer(s) %Vg‘

SN

ﬁﬂéﬁf;’/eﬁﬁ YN F7

o Microfilm QO Alphateticat (o] \Mcrohlm Reel (s}
a mpuler Tace {s; Z E '
a Legal Size a Computer Tzce S Numerncal = ' er (Specily)
0 Beund Book DO Floppy Disk O Chionolog:cal Number ,ééc—b?
O Audio Tape Q Video Tage 0 Ceoqraohxcﬂ 10. ANNUAL ACCUMULATION
. O File Drawer (s}
0 Other (Specily) /‘ 7 X} ) Olher (Speciiv) /”W 0/ O Microfifm Reel (s}
— D Comgputer Tape(s)
W‘ l) 7 a Other (Speciy)
Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Q Daly O  Weekly 3 Monthly g Month(s) ] Year(s)
Number
13. CURRENT LOCATION(S) {BIdg., Floor,- Room) D’_:"C_C 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency of office)

20. TELEPHONE NUMBER

—5 g Yes o No
ECppod /’/’/7992'“ o é)
15. ACCESS RESTRICTIONS (if yes. cite law(s) & reguiation(s) 16. AUDIT REQUIREMENTS

U Yes a No a None a  Slate g Federal o independent
17. IS AN INDEX SYSTEM USED? (If yes. expain pnefly and 18. RECOMMENDED RETENTION

aeecnpe any hargware/software)

2 ‘e S Mo
19. NAME AND HTLE OF PREPARER 21. DATE

0638 £80-4 \Twpged 1193
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INSTRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FQRWARO WITH RECORDS RETENTION
SCHEOWLE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOQ ROAD
PO. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENIGRY

of

Page 17/4 :

1. DEPARTMENT/AGENCY

st Ce.

3. UNIT

DEFINITION - Records Sacles - A group of rolated records normally filed :nd used as a unit for roflarance as

wall as rstention and disposition purposes.

4. RECORD SERIES TITLE 7 H’MP CW}%

5. EARLIEST YEAR / LATETEST YEAR

b/23 o

6. RECORD SERIES DESCRIPTION { Briefly descrite the types of information/documents/forms found lﬂe Series

Shme #s (o, Corpntfss o toRs

Include the purpose or funclicn of the Senes)

7. Ry«SERIES FORMAT(S)
Leter S:zé

o Micrciim

QO Legal Size o Computer Tzce
0 B-und Book O Floppy Disk
0 Audio Tape a Video Tape

¢ 1@(80&0!”

Compire~ s Fonis
HA) 171

8. RECORD SERIES SEQUENCE
Q Alphabeticat

S Numerical

@]

Chronolog:cal

o

Ceograohxc=|
—_—

Olher {Specitv}

f#s =P

9. YOLUME
O Fie Drawer(s)
o] \ucromm Reel {si

puler l'ac" is:
me{ (Specity
Number i .Mé/& F = 7

10. ANNUAL ACCUMULATION
Q File Drawer (s)
o Microfilm Reel (s)
o Comcuter Tape!s)
O Other (Speciy)

Number

11, FILEIS USED

a Daly a Weskly a  Monthty

12. FILE BECOMES INACTIVE AFTER

a  Month(s) o]

Number

Year(s})

13. CURRENT LOCATION(S) (Bldg, Flocr, Room)

Bizs et crS7= PN)T .
% //éﬁ;s/pﬁfw/ 07+

14, 1S RECORD SERIES DUPLICATED ELSEWHERE?

(If yes. specify agency or office)

a  Yes o No
15. ACCESS RE(RICTIONS (If yes. cite faw(s) & requlanon(s) 16. AUDIT REQUIREMENTS
¢ Yes g -No O None o State O Fegeral O Independent

17. IS AN INDEX SYSTEM USED? (f yes. exoiain bnefly ang
wesibe any hargwarel/soflware) '

T ‘e G Mo

18. RECOMMENDED RETENTION

19. NAME AND TITLE OF PREPARER

Py L~

20. TELEPHONE NUMBER

21. DATE

06S $80.4 Tamysed 11931/
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[NSTRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENJORY
REVISED RECORD SERIES FORWARD WITH RECOROS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDWLE (OGS 550-4) - 7275 WATERLOG ROAD
; v PO. BOX 275 - JESSUP. MARYLAND 20794 " Page : o
1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT
Whestt Lo e

DEFINITION - Racords Setles - A group of related records normally filad and used as a unit for reference as wall as retention and disposition purposes,

4, RECORD SERIES TITLE Plg' ﬁ&// /epﬂ/_rj 5. EARLIEST YEAR / LATETEST YEAR
/- ¥7
e e s PP UL TEOT

6. RECORD SERIBS DESCRIPTION ( Buefly descrite the lypes of information/documentsiforms found in the Senes Include ihe purpose of functicn of tRe -c”E::

CDW//()\S LboriT ABT LIrid=d 75 = Fre—chee,
/667/57' — P ied e e SheeTs f CheeK /57:?\

70 By oy Pty SIS DVW?Z//W« £o f:—

T oo~ DT s 7730 Corrad. Ao

K?/@Ef" /4/@///%;//7— ==z, z
%eﬂm”/ - D/ rees T’Def&é/ 7 /e%/é

(erer)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
- O File Orawer(s)

O Leter Size o Micreilm QO Alchacetica ’ Microfidm Reel (53
O Computer Tace js!

a Legal Size a Cocmputer Tzce S Numencal gz a Cthet (Spazily)
0 Bcund Book O Ficppy Qusk hronoleg:cal Number GM, FZ'__

a Audo Tace O Video Tace g Gaogiaohical 10. ANNUAL ACCUMULATION
O File Drawer (s)

B'C((Specxfy) //J\/ / 4 O Cther (Spectiv) O Microfilm Ree! (s

0 Comeuter Tape!s)
Qa Othet (Spaciy)

. Number
11, FILE IS USED ' ' 12. FILE BECOMES INACTIVE AFTER
a Daly a  Weekly a  Monthly ] a  Month(s) a  Years)
Number
CURRENT LOCAT!ONg/iIdg Floor, Room} 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
p——
/4J Mo jé |
/ O Yes O No
@’7/2{ / /pp/‘ IMA%.@/’?
15. ACCESS RESTRICTIONS (If yes. cite lawis} & {enulauon(s) 16. AUDIT REQUIREMENTS
L Yes a No a None a Slate a Fegeral 0 Independent

=-ope any hargware/software)

17. 1S AH INDEX SYSTEM USED? (If yes. exciain oneily ang 18. RECOMMENDED RETENTION /f W e
”
g/

9]
é

‘a8

19. NAME AND TITLE OF PREPARER

Ce3S §50.4 Jepsed 1/93)
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{(NSIRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARQ WITH RECOROS RETENTION
SCHEDULE (OGS 550-1) « S

¥

GEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENJORY

RECOROS MANAGEMENT DIVISION -,

7275 WATERLOQ ROAD

P.O. BOX 275 - JESSUP. MARYLAND 20794 of

Page /’7(

1. DEPARTMENTIAGENCY

2. DIVISION

3. uNT ij,(,(ﬂ?
CoMM ISS) DA EL <

Wsit Co.

DEFINITION - Records Serles - A graup of related records normally filed and used 21 2 unit for reference as

well as retention and disposition purposes.

Keg)sieras

4. RECORD SERIES TITLE J o } 66}/4/1 ?QW/—?)//

S. EARLIEST YEAR / LATETEST YEAR

TQ
-

C 9/%;‘0%514
DG’P%/’

free

6. RECORD SERIES DESCRIPTION { Briefly descnbe the lypes of information/documentsiforms found 1n the Series  Includs ihe puipose of functicn of the Seres)

everzjed
Beg/sTer - 1ennTo Dris. - Lizbox
D157k biiFron - Refrrerre sy Jeduy &5 7eis —
Wid= « CHrage=Te prrster 7/ . Leprs s
+DELUST IS ; Jrim e Thin 2o

~ Glree 4. 457,2575?3 D ::éq-;—

)

Zzr

EAdiT /15T,
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
- . ’ O File Drawer(s)
~ter Size a Micreilm Q Alphatetical g Microfilm Rest {s1
O Computer Tace (st
0 Llezal Size a Compuler Tzce S Numerical O Cthet (Specily)
0 Bzund Book G Floppy Qisk @mg:cal Number
0 Awio Tape O Video Tape O Ceographical 10. ANNUAL ACCUMULATION
. o File Drawer (g}
a Cther (Specily) a Cther (Speciiv) ] Q Microfilm Reet (s
a Comguter Tape(s)
W pgf )“L . Q Other (Specily)
e Number
11. FILE IS USED o 7 12. FILE BECOMES INACTIVE AFTER
o Daily a  Weskly a Monthly a  Month(s) a  Year(s)
Number
13. CURRENT LOCATION(S) (BIdg., Floor, Room} 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
BfSC 7 = _
J F/- z /Dof' a Yes a No
AN oo~ [(oVer )
15. ACCESS RESTRICTIONS (If yes. cile law(s) & requiation(s) 16. AUDIT REQUIREMENTS
o Yes a No a None a State a Fegeral .0 Independent
17. IS AH INDEX SYSTEM USED? (If yes. expian pueily and 18. RECOMMENDED RETENTION
wnnbe any hardwarel/soilware) ’
2 fes c Mo
TELEPHONE NUMBER 21. DATE

19. NAME ANO TITLE OF PREPARER 20.

£GS $50-4 Fmpsed 1193} /
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[NSTRUCTIONS -- TYPE QR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS 550-1),4 S

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENIGRY

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20734

Page / ﬂ -

of

1. DEPARJMENT/AGENCY

2 DIV!S!ONF; /(//?/l/c‘, =

3. UNIT .

DEFINITION - Rocords Saries - A group of related records normally filed and used as a unit for reference as

wall as retention and disposition purposes.

4. RECORD SERIES TITLE fﬁy/é// //Q/Oﬂ/‘[ﬁ;

5. EARLIEST YEAR / LATETEST YEAR

o

7&% 7o A2 K

/

.l
Ke

S e )Ty

/92,
LA

6. RECORD SERIES DESCRIPTION ( Briefly descrite the lypes of informatien/documentsiforms found in the Series  Incluce the putpose or functien of the Senes)

Covipuier gepersied = Fre - Check. )éq/}fg/; -

177 Checte Repiar Loy 2y

Mnirlsis e LIz oversesy fepp7s
‘ Cortrs) Header
Doy 2l Fds 7Lz PR1rBl fr2oF

fﬂ/"ﬁ
K @/é?érz ) Pl Flonzrs

7

7. RECORD SERIES FORMATIS) /

o Micteiitm

a Lwter Size

Io Legal Size a Computer Tece
O Beund Book O Floppy Disk

O Awcio Tape Video Tace

// a

mOl/hef(Spec:!.y) /Z x 2 2’ ~

8. RECORD SERIES SEQUENCE
a Alphatelical
Numernical

O Chronolog:cal

9. VOLUME
O File Orawer(s)
O Microfilm Reel (s}
O Compuler Tace {s:
o Ciher (Specify)
Number

a Ceographical

O Cther {Soezity)

Emipleyes 25

10. ANNUAL ACCUMULATION
a File Orawer ()
a Microfilm Ree! (s}
a Comguter Tage!(s)
O Other (Specily)

ity

20.

e Number

11, FILE IS USED ' 12. FILE BECOMES INACTIVE AFTER

o Daly O Weskly 3 Monthly 0 Month(s) o Year(s)

’ Number
13. CURRENT LQCATION(S) (Bldg.. Floor, Raom) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)
Bisiserorsigph 7 /) _— o o

15. ACCESS RESTRICTIONS (If yes. cite law(s) & requiation(s) 16. AUDIT REQUIREMENTS

¢ Yes o No O None o State O Feoetal O independemt
17. IS AN INDEX SYSTEM USED? (If yes. exowain cnefly and 18. RECOMMENDED RETENTION

¢vnbe any hargwarel/software) o

T fas 4 G Mo
19. NAME AND TITLE OF PREPARER TELEPHONE NUMBER 21. DATE

0138 5804 Tmysed 1/93/
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INSTRUGTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVEAUORY
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
-

SCHEDULE (OGS 550-1) » . 7275 WATERLOO ROAD
PO BOX 275 - JESSUP. MARYLAND 20794

Page.3

of

1. DEPARTMENT/IAGENCY 2. DIVISION 1. uNT Colole OTF l/

lpstt Cp. Fownye = CoMpe) s Jerres

DEFINITION - Records Serfes - A graup of related racords normally filed and used as a unit for refarance as well as retention and disposiion purposes.

5. EARLIEST YEAR / LATETEST YEAR

4. RECORD SERIES TITLE ]Oﬁy//p"// ﬁ,}’j’gﬂJﬂMé fpc—jéeeg

7y

Lompiite 7%/6/9/

Xeefljorot

LisF= yc., s

6. RECORD SERIES DESCR\PHON { Briefly descnte the lyges of mformahon/documemsl(oms found in the Series

Include ihe putpose or functicn of the Scnes)

'E/% z7ec';

el ‘;zzw;%fw

7. RECORD SERIES FORMAT(S)

Microfilm

Leter Size [s]
O Legal Size o Computer ‘ace
0 B.und Baock O Floppy Qisk
O Audio Tape v a Video Tace

G Ctrer (Specily)
| oose }..eﬂﬂ‘ﬂ/y' e

>

8. RECORD SERIES SEQUENCE 9. VOLUME
‘ O File Drawer(s)
a Alphateticat a Microfilm Reet (s1
G Compuler Tace {s!
= Numercal O Cithet ({Spazify)
Gmog:ca! Number

10. ANNUAL ACCUMULATIGN
o File Drawer (s}
o Microfilm Reel (s)
o Computer Tape(s)
a Other (Specily)

O Ceograghical

~ B Cther (Speciiv)

Number

11. FILE IS USED

a Oaily a  Waeekly a Monthly

12. FILE BECOMES INACTIVE AFTER

a Manth(s) e} Year(s)

Number

13. CURRENT LOCATION(S) (Bldg., Floor, Room)

bBserree T Klppsr

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes o No

15. ACCESS RESTRICTIONS (If yes. cite law(s} & reguiation(s)

U Yes a

16. AUDIT REQUIREMENTS

20. TELEPHONE NUMBER 21,

Vo 4

No g None a Slate a Federal O Independent
17. IS AN INDEX SYSTEM USED? (Il yes. excian prefly and 18. RECOMMENDED RETENTION
eope any hardware/software) '
I ’ss o Mo
19. NAME ANO TITLE OF PREFARER DATE

0638 S50-4 Tmpsed 1193) /

.







(MSTRUCTIQNS ~ TYPE OR PRINT A SEPGRATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS -RETENTION

DEPARTMENT OF GENERAL SERVICES

SCHEQULE {DGS 850-1)

1. DEPARTMENT/AGENCY

wsit Co.

RECORDS MANAGEMENT DIVISION
7275 WATERLOD RCAD
P.C. BOX 273 - JESSUP, MARYLAND 20784

AGENCY RECORDS (NVENTORY

Page Ot

2. DVISION

NT _.]
réwr‘//

Fpuee,

DEFINITION - Records Seriee - A gioup of related records normally fled and used as s unit for reference as
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O Legal Size a Computer Tzce =~ umencal O Cther (Specify)
0 Bcound Book o Floppy Cisk o Chronolog:cal Number
Q Awdio Tape o Video Tape 3 Geographical 10. ANNUAL ACCUMULATION
. - a File Orawer (s)
O Ctrer (Specily) : C Cther {Speciv) Microfilm Ree! (s}

D
O Comguter Tape(s)
C',&;, g Q Other (Specily)

L : Numbet
11. FILE IS USED o T 12. FILE BECOMES INACTIVE AFTER
a Daiy O Weekly 0 Monthly : ) 0 Month(s) 0 Year(s)
Number
13. CURRENT LOCATION(S) (Bldg.. Floor, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
OIS e jg= 17 ) 7 a Yes o No
e
15. ACCESS RESTRICTIONS (if yes. cite law(s) & reguiation(s) ‘| 16. AUDIT REQUIREMENTS
G Yes :1 No a None a  State O  Fegeral G Independent

17. 1S AN INDEX SYSTEM USED? (If yes. exoian Cneily ang | 18, RECOMMENDED RETENTION /f&??//dﬁuf‘ fé/%[é)/@b
w=-ste any hardware/software) /;,0 %W A %// W/ ]_W L%g/ 7= WM-
5 e G o /7/71/( éggp i/ f7 lHed /Jpe:)»%

19. NANE AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

BN o
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INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF CENERAL SERVICES AGENCY RECORDS INVENJORY
REVISED RECORD SERIES FORWARD WITH RECORQS RETENTION RECORDS MANAGEMENT DIVISION

SCHEDULE (OGS 830-1) 725 WATERLOO ROAD =
PO. BOX 275 - JESSUP. MARYLAND 20794 Page 3_ o ___

1. D‘EPARTMENTIAGEN(‘:Y . | 2 owmision F/J/V'c?/l/' > 3. UNIT

DEFINITION - Records Serles - A group of related racords normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE E‘ ] éﬁg 5. EARLIEST YEAR / LATETEST YEAR
/7?/ Ta

e

6 RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documentsi/forms found in the Series Include ihe purpose or !unchcn of the Senes)

C orTeios Z47 o Sonte L Jhe 1Bl e L, ’O/g

~+ [t e 7‘9/"5?,/%/ s - /95/9(////»//‘& AT S
//t/t/z?/a(:;ﬁ STore /m% w/c///ﬁ,t):: -

a}a}Mﬁ' lgWerﬁ?’éZ/ZA/bﬁ ﬁ>l‘7—- /Dg/cr')

L,K)Oe/&?cﬁ} Iz bre"T R PMS BFio o K E>r‘7— W5 T
TRINMS ZETrons - LHeck. coplreas - ﬁﬁ//){ﬁ%@cﬁ/tfm“

HudsTors’ ﬁ r‘/ - /%/J// S EAIER]S - / /7;3”

B

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME :
/ - : /‘ File Drawer(s)
Lester Size a Microilm Alphatelical . Microfilm Reel (si

a]
a
O Computer Tace s
O Legal Size 0 Computer Tece S Numerncal O Cther (Spacily)
O Bzund Bagk G Floppy Qisk G Chronological Number
ful

O Awio Tape O Video Tace Geographical 10. ANNUAL ACCUMULATION

O File Drawer (s)

0 Other (Specily) a Cther (Speciiv) O Microfilm Reel (s)
o Comguter Tape!s)
Qa Other {Specily)
e Number
11. FILE IS USED o ' ' 12. FILE BECOMES INACTIVE AFTER
Q Daily 0 Weskly a  Monthly ] o Month(s) o Yeafs)
Number :
13. CURRENT LOCATION(S) (Bldg.. Floar, Room) 4. 14. IS RECORD SERIES DUPLICATED EbLSEWHERE? {If yes. specify agency or office)

LBERSEME)TT — VT ]S

r;"”l F]ﬁpﬁp e R oy S ' "

15. ACCESS RESTRICTIONS {If yes. cite law(s) 3 reguiation(s) 16. AUDIT REQUIREMENTS

G Yes a No O None a  Stlate O Fegeral G Independent

17. 1S AN INDEX SYSTEM USED? if yes. axoiain onnny ang 18. RECOMMENDED RETENTION H@-/’g/” /%r_ - @‘/S
~nbe any haraware/software)
cf/”(‘./ DS OF T/ &, J20e7.

MBI Y Sy T /fez/wf‘ ZZIZS

T

\

s

19. NAME AND TITLE OF PREPARER WONE NUMBER ;
CGS S804 Tmgsed 1/9/ ‘
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{NSTRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENJORY

REVISED RECORD SERIES  FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDWLE (0GS 5501 7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794 Page =D of

1. DEPARTMENTIAGENCY ) 2. DIVISION F}’Nﬁ”’cc 3. UNIT
Wirsit (o,

DEFINITION - Records Serles - A group of rolated records normally filed and used a3 a unit for referenca as wall as retention and disposition purposes.

4. RECORD SERIES TITLE W/%'h’—//]/?/'/_;/(? CD, 1/01?/'7{@’;5 5. EARLIEST YEAR / LATETEST YEAR

CoptPeriszlipm> Frovd CHeoks /7T

6. RECORD SERIES DESCRIPTION { Brielly descrite the iypes of information/documents/forms found in the Series  Include ihe purpose or functicn of thé Senes)

CaNeeHed Elpens

7. RECORD SERIES FORMAT(S) . 8. RECORD SERIES SEQUENCE 9. VOLUME
- . O File Drawet{s)
O L~ter Size a Micrehilm a Alphateticat : a Mwcrofdm Reel (s)
2’/ D Compuler Tace (s}
O Llegat Size O Computer Tzce @ Numencal W‘eﬁ(Soe::fyhéiDg
}/=2 ’
O Bcund Book a Floppy Disk G Chronological Number L’é}CJ fow_‘
Q Awio Tape a Video Tace . 3 Geograohical 10. ANNUAL ACCUMULATION
. 0 File Drawer (s)
\her (Specify) CHCQJMS O Cther (Spectiv) O Microfilm Reel! (s)
0 Computer Tape(s)
a Other {Specily)
CHecH LD,
Pl Number
11, FILE IS USED ' ) 12. FILE BECOMES INACTIVE AFTER
0 Daly a  Weskly a  Monthly ) o Month(s) o Year(s)
Number
13. CURRENT LOCATION(S) (B!dg., Floar, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (I yes, specify agency or office)

.gm{m/&/ﬂ}/f// o VYes : o No

15. ACCESS RESTRICTIONS (if yes. cite law(s} 3 reguiation(s) 16. AUDIT REQUIREMENTS

U Yes o No O None a State g Fegeral O Independent

17. IS AN INDEX SYSTEM USED? {if yes. axpiain one;ly and 18. RECOMMENDED RETENTION ﬂ‘er/ﬂ)Fb K’M eeé?)}é%
~ste any hardware/software) , Wd’ MWA%/ M /?67////“6/%%

5 o hwire Jéé;;fg /—/—‘; =Y 7, n

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Cr3S $50.4 Tagsed 1/9/
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INSTRUGTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS §50-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENJCRY

7275 WATERLOQ ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

Page 3 I

of

1. DEPARTMENTIAGENCY

Wittt Co.

3. UNIT

2. DIVISION ):7/\757/1)66

DEFINITION - Records Serles - A graup of related records normally filed and used as a unit for reference as

waell as retention and dispositfon purposes.

4. RECORD SERIES TITLE ’/(]0 FKQV‘\S

%077 C Jnsed =Bk Secowes Licho

5. EARLIEST YEAR / LATETEST YEAR

Comper>sSF om0

TC

Dréjs2rs

), Cpizp.
Boonds Depg

6. RECORD SERIES DESCRIPTION ( Briefly descrnbe the iypes of information/documents/ferms found in the Series  Include ihe purpose of functicn of the Seres)

BawoR Becerse) [1e7mo Stale merls
Conpm pss/ooers Keesjpls For loo

S e
Pryrey Fassi CSAS %ﬁfnfé

7. RECORD SERIES FORMAT(S)

a Microiim

8. RECORD SERIES SEQUENCE 9. VOLUME

O File Drawer(s)

Lester Size 2 QO Alpnatelicat o Microhim Reel (s)
a Computer Tace is:
O Llegal Size a Compuler Tece 7 5 Numencal a Cther (Sos:;!y]q&&__
O B<und Book G Floppy Disk G Chronolog:cal Number 2 ;Lé}cjos‘j\
o Audio Tape a Video Tage O Ceographical 10. ANNUAL ACCUMULATION
. QO File Drawer (<)
a Ctrer (Specily) a Clher (Speciiy) O Microfilm Ree! (s}
O Comguter Taoe(s)
a Other (Speciy)
e Number
11. FILE IS USED ‘ 12. FILE BECOMES INACTIVE AFTER
0 Daily 0 Weskly J Monthly - a  Month(s) 0 Yearfs)

Number

13. CURRENT LOCATION(S) (Bldg., Floor, Room),,

DIEEI7Ep 77~ L{#9T 7)

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

O Yes o No
15. ACCESS RESTRICTIONS (If yes. cile law{s) & reguiation(s) 16. AUDIT REQUIREMENTS
¢ Yes a WNe o None 0 Stale O Fegeral O Independent

17. IS AN INDEX SYSTEM USED? (if yes. exciain onefly ang
aenibe any hargwarel/software) '
o ‘ss

G Mo

18. RECOMMENDED RETENTION R@;ﬂ;

N For= & /%(S
796/(7)?%77?/; |

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER 21. DATE

ey

068 $50.4 \Fagsed 11931/
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{NSTRUGTIQNS -- TYPE QR PRINT A SEPARATE FORM FOR EACH NEW

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENJORY
REVISED RECORD SERIES FORWARQD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDWLE (0GS $30-1) 7215 WATERLOO ROAD
PO BOX 275 - JESSUP. MARYLAND 20734 Page_ﬁ- of

1. DEPARTMENT/AGENCY |

e S L A

OEFINITION . Recards Serfes - A group of related racords normaily filed and used as 2 unit for reference as

wall as retention and disposition purposaes.

4. RECORD SERIES rmeﬁ)% :W M 5. EARLIEST YEAR / LATETEST YEAR
/ g /Qé 2 10

6. RECORD SERIES DESCRIPTION ( Briefly descrice the lypes of information/documents/forms found in the Senes Include ihe ou:pﬁse or funclicn of the Senes;

TsrRrss e Jelrr o= A TN e
IS 2 LVIRHIT AP- ¢ ﬁ/xﬂ%@/ﬂ%’/ﬁﬁfmf
VefT; podecdv st Abag 7

2
7. RECORQ SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME /
: / Fie Drawer(s)
;B/Le'.ler Size a Micretilm Alpnaceticat a Mcrofilm Reel (51
2/ Q Computer Tace is:
a Legal Size Q Computer Tzce Numericat a Cther {Specily)
O Brund Book o Fiogpy Cisk C Chronoleg:cal Number O‘Ié/@ ; ;/

Q Auco Tape a Video Tace 3 Geograohical 10. ANNUAL ACCUMULATION
. G File Orawer (<)
a Ciher (Speciv) Microlilm Reet (s}

a
- O Comguter Taoa(s)
l/ M/& @ Other (Speciy)

e Number

Q Ctrer {Specily)

11. FiLE IS USED 12. FILE BECOMES INACTIVE AFTER

a Daily a  Weekly T Monthly _ a] Month(s) ] Year(s)
Nurnber
13. CURRENT LOCATION(S) (Bidg.. Floor, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency of office)
AN I FTAE Srevr | o e o
15. ACCZSS RESTRICTIONS (If yes. cite law{s) % requiation(s) 16. AUDIT REQUIREMENTS
GooYes S No G Nore a State a Fegeral O Indspendent

17. IS AR INDEX SYSTEM USED? (f yes. exciain cneily ana 18. RECOMMENDED RETENTION /?67:2/(]6/‘ 7 é refég) \_CT
cmorbe any hargwarefsoitware) ' Wi [/phLW %4/7% //—fm
e by /e, 2

SXESTF B o

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER

068 $50.4 Fmpsed 1/931/

0
Z)'_‘

21. DATE




REVISED RECORD SERIES
SCHEDULE (OGS 550-1)

* s

INT A SEPARATE FORM FOR EACH NEW
FORWARD WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
-PO. BOX 275 - JESSUP. MARYLAND 20724

AGENCY RECORDS INVENJORY

Page of

1. DEPARTMEMTIAGENCY

2. DIVISION
L

Frzpee

3. UNIT

DEFINITION - Rocords Serles - A group of related records normasily filed and used 23 a unit for referance as

well as retention and disposiion purposes.

4. RECORD SERIES TITLE

Zren el

Z eJ ?er\

5. EARLIEST YEAR f LATETEST YEAR

1987 e Lt TEes]

-~

/

ELIr/1es

o Yezr

Cor’s/ST> ef ueT) b .
L G/l [esTigs +LgpdZIES - Ee//é/%
HPPR PR 1777 D12 py//’/wéﬁés; NG pzibsrezer e
Jourwn/s- /L DEIZ/L 4/57—; ey S 97
D) sbiurseioreat] < ower sl s CHeck  Kes/SIers:

Rer e = T7onsmegion Li&T= /345

6. RECORD SERIES DESCRIPTION ( Briefly descrite the tyges of information/documentss orms found in the Senes, Incluce ihe purpose of funclich of the Senes)

V1) Je=

Jo s

Joterwpl

9/(77’74

7. RECORD SERIES FORMAT(Sl/ /
Letter Size

O Micrehim

O Legal Size a Ccmputer Tece

= ?D@()(L}TL}?*%/—' (orier)

8. RECORD SERIES SEQUENCE

a Alphatelical

lumencal

—

9. VOLUME
O File Drawer(s)
a Microfilm Reel (s)
O Computer Tace {s:
0 Ctner {Spezily)

So

O Bzund Book G Ficppy Disk € Chronological Number A/ o F7:_
O Auwio Tape Q Video Tage 3 Geographical 10. ANNUAL ACCUMULATION
a File Orawer (¢)
Q Ctrer (Specify) a Cther (Spectv) O Micralilm Ree! (s}
O Comguter Tape(s)
DH 76_ a Other (Specily)
e wr@w_w- Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daily a  Weekly g  Monthly a  Month(s) a  Years)
Number
13. CURRENT LOCATION(S) (Bldg., Floor. Room) 14, IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
o Yes g No
15. ACCESS RESTRICTIONS (If yes. cile law(s) 5 reguiation(s) 16. AUDIT REQUIREMENTS
U Zes 3 No a None a Slate O Feqerai O Independent
17. 1S AH INDEX SYSTEM USED? (If yes. exciain cneily ana 18. RECOMMENDED RETENTION
w=ecpe any hargware/software) '
i3 e S o Retain for three (3) Years and until
all Audit Requirements have been |
19. NAME AND TITLE OF PREPARER Fulﬁlled, then destroy.

063§ 5504 “epsed 1/93)
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INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENJORY

REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (DGS 550-1) 7275 WATERLOO ROAD /
’ (. - PO. BOX 275 - JESSUP. MARYLAND 20794 Page 2 ot

1. DEPAR MENTIAGENC'Y ‘ 2. DIVISION gyyﬁ/c@ 3. UNIT
Lt Co.

DEFINITION - Racords Serles - A group of related racords normally filed and used a3 a unit for cafarence as well as retention and disposition purposes.

4. RECORD SERIES TITLE WarﬂrﬁapE a/oi ‘JDLC}"‘A))?Z_ 5. EARLIEST YEAR / LATETEST YEAR

Ex]ries (over) /;%T%

6. RECORD SERIES DESCRIPTION { Briefly descrite the lyges of information/documents/forms found in (he Series  Include the putpose or functicn of the Senes)

\/m/f/-"’/V#L ExA 2 '/6;7746 - S L(.)..S 7‘::;/04/ "’”"45’
Npurinpl. Vo e A2 - DIFTE - 2G0Tt e -
) RN /T -
Ntre b ev——r cDeéz//' credy7= .
LHeR e DT Lbbdpr DIST 5 2uc s
WHrrig o7 Weyweéﬁ@émfér/: Mz o> *éf

7. RECORD _SERIES FORMAT(S) 8. RECORD S'ERIES SEQUENCE 9. VOLUME
/ - ) O File Drawer(s}
Leter Size o Macrohilm Q Alphateticai . : O Microfiim Reel (s)
/ O Computer Tace {s®
O Legal Size O Compuler Tece - Z~Numencal o Cther (Spezily)
O Bzund Book G Floppy Disk O Chronolog:cal Number
o Audo Tape C Video Tace 0 Geograohical 10. ANNUAL ACCUMULATION
. Qa File Drawer {g}
O Ctrer (Specify) a Cther {Speciiv) O Mucrofilm Ree! (s}
0O Comgputer Tape(s)
Ldé J j ZW— >, O Other (Specifyy
L Number
11. FILE IS USED 12, FILE BECOMES INACTIVE AFTER
a Daily O Weekly 3 Monthly ) a0  Month(s) a  Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor, Room) o;/&/(_ 4. 1S RECORD SERIES DUPLICATED ELSEWHERE? (lf yes, specify agency or office)
- . - b -
WS/ YOI UM T /S o

W@L’Z‘Z[e_&z/

15. ACCESS RESTRICTIONS (If yes. cite lawi(s) & requialion(s)

—

Yes : O No

—
o

. AUDIT REQUIREMENTS

U Yes 3 No o None o Slate O Fegeral O Independent

17. 1S AN INDEX SYSTEM USED? (i yes, exoiain onefly ang. 18. RECOMMENDED RETENTION
«:marpe any hargwaref/software) C

2 ‘es G Mo

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

Xy

0638 §80.4 \Hansed ll931/
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INSTRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS 50-1)

(BN

ODEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOQ ROAD
, - P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENJORY

Page # o0 ___

1. DEPARTMENT/AGENCY

: : 2. DIVISION ﬁ;t/#/ycé
Uit Coo.

3. UNIT

DEFINITION - Records Serfes - A group of related records normally ﬁled and used as a unit for reference as

well as rotention and disposiion purposes.

4. RECORD SERIES TITLE ?-a/gfé?é Lec{fc/,‘
Treanesae 77500 FEperT —

S. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTIQN ( Brietly desctice lhe types of mformauonldocumenls/(orms found n Lhe Series

ConpuTer Feneried « LI1STS
ﬁéf’e@ﬂ@fz
xDéé/ / /’ CKEJ/ 7 .

rererz/. Ae‘%@ﬁ

Revene Jrmun iy
A3+ /‘/9//’771‘— Y7~

nclude

/4&7;» Db -
UJVP%/-A/%Mea DESEri

he ouroose or (unctien of the Senes)

oVer

/ D/c)—-

/62/” /o a[27' 7"415%7‘{,(%

%0@// - Check.
5,@%-/ EXpend jorEs

A=

7. RECORD SE FORMAT(S) 8. R(ORD SERIES SEQUENCE 9. VOLUME
- . O File Drawer(s)
eler Size a Micrehlm O Alphabeticat 0 Microfilm Reel (s)
(N/ a Comgputer Tace {s;
O Legal Size a Computer Tzce Z~Numerical E thet (Specily) &
O Beund Book a Floppy Disk € Chionalog:cal Number Cé{é/@gﬂ-‘/
O Aucio Tape 0 Video Tace O Geographical 10. ANNUAL ACCUMULATION »
) a File Drawer (s)
O Other (Specify) a Cther (Speciv) O Microlitm Ree! (s)
a Comguter Tape(s)
Q CQlher (Specdy)
D=
e Number
11. FILE 1S USED B 12. FILE BECOMES INACTIVE AFTER
o Daiy O Weekly 3 Monthly a Month{s} a Yeat(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
y : MAD/’ /é a Yes g No
[erer) & |
15. ACCESS RESTRICTIONS (if yes. cite faw(s} & regulauon(s) 16. AUDIT REQUIREMENTS
¢ Yes a Na a None a State g Federal 0 Independent
17. IS AN INDEX SYSTEM USED? (lf yes. expiain oneily and 18. RECOMMENDED RETENTION
wimnsibe any hargware/software)
S es G Mo
19. NAME AND T{TLE OF PREPARER 20, TELEPHONE NUMBER 21. DATE
L2
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NSTRUCZIONS -- TYPE QR PRINT A SEPARATE FORM FOR EACH NEW

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS tMVENJORY
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT OIVISION
SCHEOULE (OGS 550-1) 1275 WATEALOG ROAD -
PO BOX 275 . JESSUP. MARYLAND 20794 Page ;&‘(_— o ___

1. DEPARTMEMNT/AGENCY

. ‘ 2. DIVISION /M g 3. UNIT
st O Fvppes

DEFINITION - Records Series - A group of related records normally filed and used a3 a unit for reference as

4. RECORD SERIES TITLE 4

waell as rotention and disposifon purposes.

/p"// %C}&DMW ’ 5. E/ARLI;T YTEOARILATETEST YEAR
B K et pres LT oxd ’

7T

6. RECORD SERIES DESCRIPTION ( Bnefly descrite the types of information/documents/forms foung in the Senes Incluce ine pu.'p?)se or functien of the Senes}

Compurer geeraied Lisiivegs - CHeek #
Dr7E, DilsTondsiog checi w0, /el

Brrok. STEIE 722077

Worh PRpens — Checks copjas

OUISTBRA W Eheci. LisTirs

7. RECORQ-SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME

a Fie Drawer(s)
Y Leter Size a Merchilm a Alpnaceticat O Microfiim Reet (51
0 Computer Tace {s:
a tegal Size a Cemputer Tace m a Cther (Spetily)
0 B<und Book G Floppy Oisk C Chronoleg:cat Number
a Audo Tape Q Video Tage O Geographica 10. ANNUAL ACCUMULATICN
. P a File Orawer (g)
a Ctrer (Specily) Q Clher (Spectiv) O Mucrohim Rest (s

a Comcuter Taoe!s)

O Other (Specity)
D} e ET——

Number

11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER

o Daly o  Weekly 3 Monthly o Month(s) o Year(s)

Number

13. CURRENT LQCATION{S) (Bldg., Floor, Rcom) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. spezify agency or office)

g Yes g No

15. ACCESS RESTRICTIONS (If yes. cile law({s) & requiation(s) 16. AUDIT REQUIREMENTS

¢ Yes S No

a None a  Slate O Fegeral G Independent

Y

17. 1S AN INDEX SYSTEM USED? |l yes. excain onefly ana | 18. RECOMMENDED RETENTION ﬁé]@ﬂ/ﬁr‘ 71'/¢ Ve (3)%6/%;
wesbe any harcware/soitware) ) WJ ”WL %// %/J/f_/e ”/PC/M)G
"

D ‘as Mo 6W€ M/‘j FZ{/P/V/% é’t—)
1 < P
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
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REVISEQ RECORD SERIES
SCHEQULE (DGS $50-1)

{NSTRUCTIONS .- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
FORWARD WITH RECOROS RETENTION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOQ ROAD
PO BOX 275 . JESSUP. MARYLAND 20794

AGENCY RECORDS INVENJORY

Page —gé or

————

1. DEPARTMENT/IAGENCY

Wizt Co,

2. DMS'ON)’/'/‘/V#/VC/C,

3. UNIT

DEFINITION - Records Series -

A group of related records normally filed and used as a unit for reference as

weil as retention and disposiion purposes,

4. RECORD SERIES TITLE Pp// Wfk{ef—s CM‘«
Ay Ster—=—s

S. EARLIEST YEAR / LATETEST YEAR

TQ

6. RECORD SERIES DESCRIPT!ON,(/Bneﬂy descrite the types of information/documentsiforms found in the Series  Include ihe pu:pf:se of funclicn of the Senes)
- - :
Conrpuler— 7@#@/’5&;& Z /57//;%5 — DIST &) )'

e ) [T 555 ,4}777:'/‘ AeT /4/477)— £/7L€(i/< OB,
@’972) 500/\53(‘/, /(_90,)

/

7. RECORD SERIES FORMAT(S)
Q L~ter Size a Miercitlm

QO Legal Size a Computer Tzce

8. RECORD SERIES SEQUENCE

Q Alchatelicat

m@:

9. VOLUME
Q Fie Diawer(s)
a Microhlm Reel (s)
Q Comguter Tage is!

Qa Cther (Specily)

/

QO Brund Book a Fiogpy Cisk ¢ Chronoleg:cal Number CL(’ F:Z:_)
a Awxia Tape G Video Tace 3 Geograchical 10. ANNUAL ACCUMULATION
// O File Orawer (g)
That (Specily) é{ a !é G Cther {Soectiv) ‘O Microfilm Reat (s}
a Comgputer Tapels)
D% Q Other {Spacify)
. Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Qaly a  Weskly 3 Monthly g Month{s) o Yezr(s)

Number

13. CURRENT LOCATION(S) (Bidg., Floor, Room)
GuA Fzor /5 fe /Homy

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

(It yes. specify agency of olfice)

a  Yes O Neo
15. ACCESS RESTRICTIONS (If yes. cite law(s! % reguiation(s) 16. AUDIT REQUIREMENTS
U Yes S Ne a None a Slate O Fegeral G Independent

17. 1S AN INDEX SYSTEM USED? (f yes. exciain gnefly and
wmente any hargware/software) ’

2 ‘as

0
)

Lo L

Fod-

19. NANE AND TITLE OF PREPARER

Xty

18. RecOMMENDED RerenTion (ST IEIAC B 7/'/7/’?66(3 W/‘
/ﬁj/ Z&zﬁ‘” A M,@i@fg
/7)9’1/6 e A ied, %@(_9
Dsr7—

20. TELEPHONE NUMEBER

21. DATE

063§ $50.4 Tmpsed ues)/
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{NSTRUGTIQNS -« TYPE QR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEDULE {DGS 550-1)

-“_

QEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOQ ROAD
PO BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENJCORY

Page 33 2 ol

1. DEPARTMEMNT/AGENCY

st Co.

2. DIVISION )QM%A/C 6

3. UNIT

DEFINITION - Racords Serles -

A group of related records normxlly filod and used a3 a unit for reference as

wall as retention and disposition purposes.

4. RECORD SERIES TITLE ﬁ@/jf@/‘j/ /lé/y@f‘ 7/&L
Brlsee &814/4@"/&99”/5 )

§. EARLIEST YEAR / LATETEST YEAR

V72 L

6. RECORO SERIES DESCRIPTION ( Briefly”d

[oom T

7 //e,

Loy Ter /f,r“/@%

descrite the lypes of mrormanonldocumenlslrorms found m the Series

-
Incluce the puipose or funclicn of the Senes)

@lijﬁf"JE-Q{ A/S//,u - /Aeﬂ/ CﬁJéJ
é/'/ Cf’l;/ gf;'//?ﬂc:@j Dﬁ"/@

éeﬁergﬁ /—’GWJ ldﬁﬁ/‘#"\ﬁcw)ch Cﬁ/@//aéf/"w/e:%

J P//J W/%/ =7 Z/ 7 )éb /" 7—7’;—/[76/00/‘7//-0 /c)
7

i nsee any hargware/soitware)

‘a8

0

19. NANE AND TITLE OF PREPARER

7. RECORQ SERIES FORMAT(S] 8. RECORD SERIES SEQUENCE 9. VOLUME
) Q Fie Drawer(s)
@ L~tar Size a Miceeitlm Qa Alchatetical a Microfdm Resl (s)
O Comgputer Tace |s:
Q Legal Size a Computer Tzoe G Numencal a Ctner (Specily)
0 Bzwund Bock G Fleppy Qisk G Chronolog:cal Number
Q Auo Tape 0 Video Tace O Geograohicat 10. ANHUAL ACCUMULATION
QO File Orawer (s)
OCter (Specdy) a Clher (Speciv) a Microfilm Reel (s}
o Comguter Tape!s)
Lovoe ,464/1‘ Birder= ol
Numbet
11. FILE IS USED 12, FILE BECOMES INACTIVE AFTER
a Daily o Weekly 3 Monthly a Month(s) a Year(s)
Number
13 CURRENT LOCATION(S) (Bldg Floar, oon') 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or office)
J DPI""
a  Yes o No
15. ACCESS RESTRICTIONS (If yes. cite law(s) & requiation(s) 16. AUDIT REQUIREMENTS
L Yes I3 WNo G Norne a Slate O Fegeral O Independent
17. 1S AN INDEX SYSTEM USED? (if ves, exciain cneily ang 18. RECOMMENOED RETENTION

Retain for three (3) Years and until
all Audit Requirements have been

Fulfilled, then destroy.

‘ <y

£63 $804 Fupsed 1193)/
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INSTRUGTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGEZNCY RECORDS INVENTCRY
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

SCHEDULE (OGS 550-) 7275 WATERLOQ ROAD 3%
PO BOX 275 - JESSUP. MARYLAND 20784 Page J of

1. DEPARTMENTIAGENCY 2. DIVISION ﬁ/—/y%w 3. UNIT

Vestt Co,

DEFINITION - Racords Saries - A group of related records normally filod and used as a unit for refarance as well as retention and dispositian purposes.

4. RECORD SERIES TITLE W,?f'/’;j/f//f; .D,esﬁki"écfi’/étﬁ@ 5. EARLIEST YEAR I LATETEST YEAR
ST W EL r°

6. RECORD SERIES DESCRIPTION { Buefly descrte (he lyges of mformahon/documgn(s:forms found in the Sernes Incluce the pu.o’c')se ot functicn of the Series)

C pw/oﬁ’ i geserElex //1// Wzrrz2J7 A2,

fetervéd Flom D272, Fber Code) %’/WWJT
Debi 7 ClIe, A’

7. RECORO SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
- File Orawer(s)

~ter Size a Micrcitlm O Alpnatstiicat Microfilm Reel (st

/ Comgpyter Taze |s!
0 legal Size a Computer Tzce Numencal Vi 7 Cther (Specily)
0 B-und Book a Fiogpy Disk C Chionoleg:cal Number CL{, F;

Q Ao Tace a Video Tace 3 Geograohical 10. ANNUAL ACCUMULATION
. a File Drawer {g)

0000

aCther (Specily) __

a Cther (Spectiv) a Microfilm Reat (s}
' Q Comcuter Tapels)
100 ﬁ Zf?ﬁjﬂ fa\s WWM Q Other (Speciy!
¢ ————————————————

B Number
11. FILE IS USED A 1‘2. FILE BECOMES INACTIVE AFTER
Q Daly O Weekly 3 Monthly C  Month{s) a  Years)
Number
13. CURRENT LOCATIQN(S) (Bldg.. Floor, Room) a 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

Aod [Foor— _— o o

15. ACCEZSS RESTRICTIONS (If yes. cile law(s) % requiation(s) 16. AUDIT REQUIREMENTS

G fes o Neo O None a State O Fegeral G [ndependent

17. IS AN INDEX SYSTEM USED? (I yes. exciain oefly ang 18, RECOMMENDED Rsramou ,‘fef‘ﬁ/@ p/" fé//’w 2) WK:
wesge any hargwarelsoftware) p/ /'%Z/ f [—-'/5 M//E’Wr
D fas S Mo /9’1/6 é@'{) //CC// g/() ﬂﬁﬁ— /V‘

19. NAME ANO TITLE OF PREPARE 20. TELEPHONE NUMBER 21. DATE

Cf38 S50.4 Fmpseq 1/93)




REVISED RECORD SERIES
SCHEDULE (OGS 550-1)

INSTRUCTIONS -- TYPE QR PRINT A SEPARATE FORM FOR EACH NEW -
FORWARD WITH RECORDS RETENTION

RECORDS MANAGEMENT DIVISION

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENJGRY

1. DEPARTMENTIAGENCY ; _
st f Co,

7275 WATERLOO ROAD
PO. BOX 275 - JESSUP. MARYLAND 20794 Page /7 of
2. DIVISION F)/U)?A)d,@, 3. UNIT

OEFINITION - Rocards Serles - A group of related records normally filad and used as a unit for raference as

wall as retention and disposiion purposes.

4. RECORD SERIES TITLE /~ JZ A/ 2 //5d Cb&‘,}@

5. EARLIEST YEAR / LATETEST YEAR

/ _ZZ:?TO___

6. RECORD SERIES DESCRIPTION { Brefly descrite the lyges of information/documents/forms found in the Series Include ine purpose of functicn of the Senes)

E‘@Mc: rel Pisé a/r’aeMemrcéec,zs[czvce/)éaD
LIST of Cheek Ko. /romn)/ TRime A2

7. RECORD SERIES FORMAT(S)

0 Leter Size G Microfiim

O legal Size o Compuler Tzce
0 Bound Book G Floppy Disk

Q Aucio Tape O Video Tace

K{(Specdy) M

8. RECORD S:ERIES SEQUENCE
O Alphabteticat
wm
a Chronolog:cal
O Ceographical

o Cther (Speciv)

CHeck Ao,

9. VOLUME
O File Drawer(s)
O Microfdm Resl {si
a Computer Tace (st
O Cther (Specify)
Number

10. ANNUAL ACCUMULATION
O File Drawer (g)
0 Microfilm Reel (s)
a Comgputer Tape!(s)
a Other (Specify)

Number

11. FILE IS USED

G Daily O Weekly 3 Monthly

12. FILE BECOMES INACTIVE AFTER

a
Number

Month(s) ] Year(s)

13. CURRENT LOCATION(S) (Bidg., Floor, Room)

BRSENfE ) TF = Top o/~

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (It yes. specify agency or office}

o Yes O No
UAMTS ~ -/  oveyN
15. ACCESS RESTRICTIONS (if yes. cile law(s) & reguiation(s) 16. AUDIT REQUIREMENTS
U Yes g No o None o State o Federal U  Independent

17. IS AN INDEX SYSTEM USED? (If yes. expiain oneily and
aibe any hargware/software) ’

T tes . G No

A kT2 1) Hdy

18. RECOMMENDED RETENTION Kéﬁé/ﬂ)gr’%[/’gé/ﬁ')y%

T4 Eper V272 =73

hu e bery Fo/, /Q//cd/ 7 /ffvpm%

19. NAME AND TITLE OF PREPARE

20. TELEPHONE NUMBER

21. DATE

C63S 5504 Tmgsed 1/93) /
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INSIRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENIORY
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

SCHEDWLE {0GS 350-4 7275 WATERLOO ROAD /
PO. BOX 275 - JESSUP. MARYLAND 20794 Page '9- of

1. DEPARTY ENTIAGENCY_ . 2. DIVISION QWM 3. UNIT
) .

DEFINITION - Records Serles - A group of related records normally filed and used a3 a unit for reference as well as retention and disposilion purposes.

4. RECORD SERIES TITLE MC;/‘JL F(j{/@d 5. EARLIEST YEAR / LATETEST YEAR
-7 ‘ —_— /_?ﬁo _
|2 Zacr=rb fiefrds

6. RECORD SERIES DESCRIPTION ( Briefly descnte the lypes of information/documents/forms found In the Sefies  Include ihe purpose or functicn of the Senies)
CKsSH STETzpt/e s - /%J ./ //Vj W70 by hre f=c 6//01’;/*
/ 7

v

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE . 9. VOLUME
- ) O File Orawer(s)

o Leter Size a Mcrofilm Q Alpnatetical . o Microfilm Reel (sj
/ / a Compuler Tace {s!
ezal Size a Compuler Tzce S~fumencal " O Cther (Specily)

0 Beund Book O Floppy Oisk C Chronological Number
0 Auwdio Tape G Video Tace " o Geograchical 10. ANNUAL ACCUMULATION
. : ) . - O File Drawer (<)
a Ctrer (Specify) a Clher (Spectiv) y O Microfilm Reel (s)
a Computer Tape(s)
_5T}/4f ’é MM 9‘,/ O Other (Specily)
o @Wé - ' Number

11. FILE IS USED o . 12. FILE BECOMES INACTIVE AFTER
o Daly a  Weskly a  Monthly ‘ _ o Month(s) o Year(s)
Number
13. CURRENT LOCATION(S) (Bldg.. Floor, Room} 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or olfice)

BREENERT = LIRI] /5=

o Yes i o No

15. ACCESS RESTRICTIONS (If yes. cile faw{s} & requiation(s) 16. AUDIT REQUIREMENTS

L Yes g No a None o State O Fegeral G Independent
17. 1S AN INDEX SYSTEM USED? (I yes. exoain onefly and 18. RECOMMENDED RETENTION
wevspe any hardware/software) ) :
e S o - Retain for three (3) Years and until
all Audit Requirements have been _
19. NAME AND TITLE OF PREPARER 20. Fulfilled, then destroy.

0638 $50-4 Tmpsed 1/93)
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[NSTRUCTIONS -
REVISED RECORO SERIES
SCHEDULE (OGS 550-1)

TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
FORWARD WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT OIVISION

AGENCY RECORDS INVENJORY

7275 WATERLOO ROAD
P Q. BOX 275 . JESSUP. MARYLAND 20794

Page ¢é 5" of

1. DEPARTMENT/AGENCY

Wsit Co,

3. UNIT

2. DIVISION /;/p/l)/f/!/cf

DEFINITION - Racords Satles -

A group of related records normally filed and used as a unit for referenca as

well as retantion and dispasiion purposes.

[/ //ma7

4. RECORD SERIES TITLE /%”J// CDK)/ L f’/‘-/ﬁﬂ%j

5. EARLIEST YEAR / LATETEST YEAR

/%ao__

Kecord o7 Mp/a/&s fz/:b’/p e Gtk

CD/MW//'/%/ﬁﬂcff’é A/s///r// @qﬁ_ /geacz/
/%chress #@;J A [Céc:c/kf
Desc ’7/97" w7 /%742»”07‘

Cé’é)

i,

7. RECORD SERIES FQRMAT(S)
O Leter Size a ¥1ncrcinlm
0 legal Size a Compuler Tzce
0 Beung Book O Floppy Disk

8. RECORD SERIES SEQUENCE : 9. VOLUME
: O Fie Drawer(s)
O Alpnatelicai o Microlim Reel (si
/ O Computer Tace s
ZNumenical O Cther (Specify)
Q0 Chronolog:cal Number

O Auwio Tape . O Video Tape O Geographical 10. ANNUAL ACCUMULATION
) 7 QT File Orawer (g)
?Q{(Specﬂy) o Cther {Specriv; O Mcrolilm Reel (s}
O Comcuter Tapefs)
Q Other (Specify)
Codlre e #E _
a2l umoer
11. FILE IS USED A 12. FILE BECOMES INACTIVE AFTER
0 Daly a  Weskly a  Monthly O Monih(s) o Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)
6 6; Wg}/, ”:l)f_—r G Yes o No
v g '
15. ACCESS RESTRICTIONS (If yes. cite faw(s) & reguiation(s) 16. AUDIT REQUIREMENTS
U Yes a No a None o State g Fegeral O independent

17. IS AN INDEX SYSTEM USED? (If yes. exoiain onetly and

e ance any hardware/software)

‘25

18. RECOMMENDED RETENTION

Y e D 1 e,
s baryo F’/ﬁ//d FhEe DesTPey,;

Kef/?/v% P [2) 7S
?/// r&srveey <

19. NAME AND TITLE OF PREPARER

LW ¥z

ety

21,

20. TELEPHONE NUMBER DATE

CGS §50-4 ,Fmpsed 193] /







INSTRUGTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECOROS INVENJORY
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION y,

SCHEDULE (DGS 550-1) " 7275 WATERLOO ROAD -
P.O. BOX 275 - JESSUP. MARYLAND 20794 Page é% of

1: DEPARTMENUAG.ENCY ) 2. DIVISION -gA}#MdC 3. UNIT
W=ttt Co,

OEFINITION - Records Serles - A group of related records normally filad and used a3 a unit for refarance as well as retention and dispasition purposes.

4. RECORD SERIES TITLE p U/V y ’ Z 5. 'EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Brie(ﬁ' descrite the types of information/documentsfiorms found in the Series Include ihe purpose or funclicn of the Senes)

Piwvks/ /é//m@ Yoo feoeip] SBrons s
@DU?:Z"//O' z /ecefpj'“j%r-w - KeM i T e %/ﬁ%
Copy of ’/f’”déff;" 4'9?\{/19,;065544@4

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SECQUENCE 9. VOLUME
-~ . O File Drawer{s)
O teter Size 0 Microfilm Q Alphateticas a Microfilm Reel (s)
. a Compuler Tace |s!
O Lesal Size a Computer ece S’N{ncal a Cther {Specify)
O Bound Book C Floppy Qisk o Chionoleg:cal Number

a Auwdio Tape O Video Tape O CGeographical 10. ANNUAL ACCUMULATION
) J . . O File Drawer (s}
ther (Specify) rd Q Cther (Speciv) O Microfitm Reel (s)
a Computer Tape(s) ]
a

‘i . Other (Spacidy)

", Number
11. FILE IS USED o 4 i 12. FILE BECOMES INACTIVE AFTER
o Daiy g Weekly o Monthly @ Monhs) DO Yeas)
. Number
13. CURRENT LOCATION(S) (Bldg., Floor, Roam} , 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
BEse e 77 LT 770 o | 5 Mo
. ' / Al
15. ACCESS RESTRICTIONS {If yes. cile law(s) % reguiation(s) 16. AUDIT REQUIREMENTS
e Yes a No a None g State O Federal G Independent
17. IS AN INDEX SYSTEM USED7 |If yes. axpiain preily ang 18. RECOMMENDED RETENTION
Semnpe any hardware/software) s : '
7 e G Mo Retain for three (3) Years and until
all Audit Requirements have been
19. NAME AND TITLE OF PREPARER 20. Fulfilled, then destroy.
Ay fome

0‘35550-4-=msean93)/ . L
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(NSTRUGTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES : AGENCY RECORDS INVENTGRY
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION '

SCHEDULE (DGS 550-1) 7275 WATERLOO ROAD v
PO. BOX 275 - JESSUP. MARYLAND 20794 Page @—O‘f -

1. DEPARTMENTIAGENCY 2. oms;on@ﬁm 3. UNIT
Wé% Co.,

DEFINITION - Records Serles - A group of related records normally filed and used as a unit for refarenca as well as retention and disposiion purposes,

4. RECORD SERIES TITLE 57_5—6)4 le DDM 5/-—///‘/(/% 5. EARLIEST YEAR / LATETEST YEAR
| o 2 g

6. RECORD SERIES DESCRIPT\’ON { Briefly descrite the types of information/documents/forms found in the Series Incluce the purpose or functicn of the Senes)

wa il 76@1’22/56/ L ST jé CpISTEIKY "?

vek Koom [fsZze Biry ; Hegte
JJ//(/f MPRetpeTag /49@ 4 ST F/:

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
. O Fie Drawet(s)
Lter Size o Micrciilm Z O Alpnatelicas o Microhilm Reel (s)
- O Computer Tace s!
0 Legal Size a Computer Tzce S Numerncal o Cther (Specify)
a B-und Book O Floppy Disk o Chronolog:cal Number
a Awdio Tape o Video Tace O Geographicar 10. ANNUAL ACCUMULATION
. : » E Qa File Drawer (<)
O Otter (Specily) . O Cther (Speciiv) G Microfilm Reet (s}
) : o Comguter Tapels)
a Other (Specify)
e Number
11, FILE IS USED o ) i 12. FILE BECOMES INACTIVE AFTER
o Daily O  Weskly 3 Monthly ] a  Month{s) C  Year(s)
. ‘ Number
13. CURRENT LOCATION(S) (Bldg., Floor, Raam} 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or olfice)

5)?56/44 /0/ / G Yes O Neo

15. ACCESS RESTRICTIONS (l( yes, cite faw(s} & regulallon(s) 16. AUDIT REQUIREMENTS

U Yes S No a None a Slate O Federal O Independent

17. IS AN INDEX SYSTEM USED? (if yes. expian prieily and 18. RECOMMENDED RETENTION
weste any hardware/software) ’ :

oo S Mo : Retain for three (3) Years and until
all Audit Requirements have been
19. NAME AND TITLE OF PREPARER : Fulfilled, then destroy. ' '

063S $50-4 Tmpsed 1/93)/ !\ o L
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[NSTRUGTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENJGRY

REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (DGS 550-1) 7275 WATERLOO ROAD
P.O. BOX 275 - JE3SUP. MARYLAND 20794 Page g of

_—

~ 1. DEPARTMENTIAGENCY 2. DIVISION }5‘7/1/#/)/&@ 3. UNIT
Wit (o,
DEFINITION - Records Sarles - A group of related racords normally filed and used as a unit for refaranca as well as retention and disposition purposes.
4. RECORD SERIES TITLE i - 5. EARLIEST YEAR / LATETEST YEAR
VRS W07 T n> CO
Public> Sot/~ (o) B
we// oo Sof P11
6. RECORD SERIES DESCRIPTION ( Briefly descrnte the types &t information/documents/forms found in the Series Include the putpose-ar funclicn of the Sénes)

Blpck BocK — Wt wgond Co. Publ) =
me’ C2r 645/“ BeasTherseo7 < {%’/zﬁé;

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
- O File Qrawer(s)
e~ier Size Qg Micrehilm a Alphabtelical a Microfilm Reel (s)
/ O Computer Tace {s:
0 Legal Size a Computer ‘zce s~ tumertcal 0 Cther (Spezily)
0 B-und Book G Floppy Disk O Chionolog:cal Number
Q Auxtd Tape ' O Video Tage O Geograohical 10. ANNUAL ACCUMULATION
. : . - O File Orawer (g}
O Other {Specily) O Clher (Speciiv) O Microfilm Reel {s)
a Comguter Tape!s)
O Other (Specily)
e Number
11. FILE IS USED o ’ i 12. FILE BECOMES INACTIVE AFTER
o Daly a  Wesekly 3 Monthly ] 0 Month(s) a  Year(s)
. Number
13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

BREEMERTT = [IA 2T /4

o Yes o No

15. ACCESS RESTRICTIONS {If yes. cite faw(s) & requiation(s) 16. AUDIT REQUIREMENTS

U Yes a No a None a Slate O Fegeral 0 Independent

17. IS AN INDEX SYSTEM USED? (f yes. exoian oneily and 18. RECOMMENDED RETENTION
cenite any hargware/software) o . -

voes G Mo Retain for three (3) Years and until
all Audit Requirements have been :
19. NAME AND TITLE OF PREPARER ) FU]ﬁlled, then destroy.

0638 $50-4 ,Fmased 1193}/ i R R
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NSTRUCIIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARQ WITH RECORDS RETENTION
SCHEQULE (OGS 550-1

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENITORY

7275 WATERLOO ROAD
PO BOX 275 - JESSUP. MARYLAND 20794

Page-gé : of

1. DEPARTMEMNT/AGENCY

st Co,

2. OMSIONF‘WE

3. UNIT

DEFINITION - Records Sarles - A graup of related records normally filed and used A unit for ra/mnca as

well 28 retention and disposition purposes.

( vear EUJ)

4. RECORD SERIES TITLE ///1/4”&/% /@@f/&/ﬁ”//@

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly descrite the lypes of informalion/documents/forms found in Ihe Seties

Inctude

ihe puip ose of functicn of the Senes)

/@ﬁ’ Ed feppriz oreged é/ CIVF F7 7227,

7. RECOROQ

RIES FORMAT(S)

Lettar Size a Micreiim

O Legal Size a Computer Tece

Qa 82und Book G Floppy Oisk

a Auwo Tace G Video Tace

8. RECORD SERIES SEQUENCE
O Algnateticat
G Numerical

G Chronolog:cal

9. VOLUME
O Fie Orawer(s)
a Microfilm Reet (53

a Comgpuler Tace is
g s POMS
Number C”#/Cﬁ—

O Geograohicat

10. ANNUAL ACCUMULATION
O File Drawer (s}

NT LOCATJON(S) (Bidg .. Floor. Rocm)
/éﬁ <9

d

a Ctrer (Specify) a Clher (Spectty) O Microfim Ree! (s}
o Computer Tape!ls)
pép//&d )gw/(é O Other (Sgecify)
. Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daiy g  Weskly 3 Monthly a Month(s) a Year(s)
Number

13 CUR 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

(It yes. specify agency or office)

Wf/ & ﬁ a  Yes o No
15. ACCESS RESTRICTIONS (If yes. cite faw(s) & requiation(s) 16. AUDIT REQUIREMENTS
O es a No a Naone a Slate O Fegeral G [Indspendent

17. 1S AH INDEX SYSTEM USED? (if yes. exciain cnefly anc

winnge any hargware/software)

‘2

0
5

18. RECOMMENDED RETENTION p&r‘MQ/v’Cf /

s /e

Pers 9//4‘.2//7 7o Tire A7, Shije.

M///fo

19. NAHE ANO TITLE OF PREPARER

L,

20. TELEPHONE NUMBER

21. DATE

0635 5504 Tmaseg usm/




(NSIRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEDWLE (DGS 550-1}

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENJCRY

7215 WATERLOO ROAD

PO. BOX 275 - JE3SUP. MARYLAND 20794 Page . of

1. DEPARTMENT/AGENCY

VWi (o

2. DIVISION

JoRNHOLE

3. UNIT

DEFINITION - Racords Serles -

A group of related records normlny filed and used a3 2 unlt for referenca as well as retenton and disposition purposes.

Qﬁmﬂg/?" =

4. RECORD SERIES TITLE - Cp &/,&/[/ﬁ(z Kéﬂ/zé

5. EARLIEST YEAR / LATETEST YEAR

/T7Y o Cltr 78T

gg s 70/?/

/Wwa//xz;a .

7=

Shee

6. RECORD SERIES éSCRIPTION Iy descnbe the lype of informatiop/documentsiiorms found 1 ihe Series., Series.
/615 é A /ea/ Sz
- /,ec?ée /@é/wez)

/@Gg///

lncluc= ihe purpose ot functien of the -clle.u

/ﬁ/@%
g~ A’ex)}“ /ﬁﬁ

Lerter Size C Microfiim

a Legal Size a Zomputer Tzce

8. RECORD SERIES SEQUENCE 9. VOLUME /
. File Orawer(s)
Iphateticas O Microfdm Reet |5)

a Computer l’a:° is
G Numercal o Cther (Spec

—%raw FZzﬁ"

o E<und Book a Ficppy Oisk 0 Chonolog:cal

a Audo Tape Q Video Tace 3 Geograghical 10. ANNUAL ACCUMULATION
Q File Drawer (g)

o Ctrer (Specify) g Cther (Speciv) O Microfilm Ree! (s}
O Comguter Tape(s)

,V;/ch //g/W-— O Other {Specity)
- W/ ’; Numbert
11. FILE IS USED 12. FILE BECOMES IN/IVE AFTER
a Daily a  Weekly a  Monthly a  Month(s) a  Year(s)

Number

13. TJRPENT LOCATION(S) (BIdgE Floor, Room) /@

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes 0 No

15. ACCESS RESTRICTIONS (If yes. cite law(s) & requialion(s)

U Yes a WNo

15. AUDIT REQUIREMENTS

G None g Slate a Fegertai a Independent

17. IS AN INDEX SYSTEM USED? (Il yes. exciain cneily and
wmesre any hargwarelsoftware) ’

‘ag G Mo

18. RECOMMENDED RETENTION

Use Zreveral- Fvle Ketedion

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER 21.

DATE

C63S 5504 -Fepsea 14/93)




INSTRUCTIONS - YYPE OR PRINT A SEPGRATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDVLE {DGS 850-1)

Wittt o

1. DEPARTMENTIAGENCY ’ 2. DVISION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

P.GC. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORQS INVENTORY

Page

Forip =

3. UNIT

DEFINITION - Records Series - A group of related rocerds normally Ried 148 used as 8 tnit for reference as

well as retention and disposition purposes.

4 RECORD SERIES TITLE /f% < = Mé -v@Cj"—‘ %5

5. EARLIEST YEAR [ LATETEST YEAR

/G5 Cr iy

Honiinie TpT;
)@ef /V/{zmp

Forins ;/ T

6. RECORD SERIES DESCRIPTION ( Bneﬂy Sqscrde the types of mlormalmdc:umenlsﬂorm‘ found in the Sena Inciude Ihe purpose of functish

ferjzropesJ=z Gy @9/%(,296 VL PSS
I?f /9995 MOSR /e C&w’f

Fore C’éw;DZﬁ/@é 70’4”%5 =

537—_/0« Cﬁ»«f&}&g e Corvezs p@éxﬁﬁ@

WV es- oo/ Spjl) Y TS

AeJiorxls = /278 -

o6 of (he Senes)

,a

s‘*’ SOFE

1 :s’c:»w}s FORMAT()(
o Telter Size - O Microfilm

8. RECORD SERIES SEQUENCE

9. VOLUME /
Tie Drawer(s!

o Alghabelica O Microfiim Rest (s)
. & Computer T3pe i3)
© Legal Sze o Compuier Tape W 2 o Ower (Specify) oo
0 Bourd Book O Floppy Disk o Chronologics! Number O[f, ﬁ;.
o Audio Tape O Video Tape C Geographica! 10. ANNUAL ACCUMULATION
O Filg Drawer (8)
O Other (Specily) o Other (Spacily) O Mercliim Ree! (s)
: O Compuier Tape(s)
:D )?_7—-’ D Othes (Spezify)
Number
#. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily O Weekly O Monthly O Month(s} o Yeatls)

Number

14, 1S RECORD SER!ES DUPLICATED ELSEWHERE? (f yes. specify egency or office)

4‘ URRENT LOOATION:) {Bldg.. Floor, Room) : %
P

O VYes ¢ No
15. ACCESS RESTRICTIONS (If yes, cite low{s) & ragulation(s) | 16. AUDIT REQUAREMENTS
D Yes o Ne O None o Stde D Federal

O independent

17. 1S AN INDEX SYSTEM USED? (If yes, explan brigfly and
describe any hardwere/soltware)

O Yes O N¢

18. h!GOWENDED RETENTION

Us€ Grener=l. 79/ /?aarm

19, NAME AND TITLE OF PREPARER

20, TELEPHONE NUMBER

. DATE

WL AN Mavienn 1O
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INSTRUCTIONRS ~ TYPE OR PRINT A SEPURATE FORN FOR EAGH NEW
REVISED RECORD SERIES. FORWARD WITK RECORDS ‘REIENTION
SCHEDULE (DGS 5350-1) :

1. DEPARTMENT/AGENCY

WHEsAT Co,

‘w

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.G. BOX 275 - JESSUP, MARYLAND 20794

FEETTET
-\

AGENCY RECORDS INVENTORY

Page ot

e e ————————

2 OMISION ¢

|Femece

]

3, UNIT

DEFINITION - Records Series - A group of related records normally fled and used as & unit for fefergnce as well 38 tetention tnd disposition purposes.

4. RECORD SERIES TTLE (At /o) /. 422 /@VM = %

5. BARLIEST YBAR | LATETEST YEAR

1226 1ot ST

CHEK. Coprzs

6. RECORD SERIES DESCRIPTION ( Briefly doscrde the lypes of infermationidocumentsiiorms found in the Seviﬁ. Include the purpose of functidn of ihe Sares)
,{empﬂ?ﬁ(/é’e%ﬂ/ﬁg@ [T By Tt STFE 7&’%%4
P —_— . 2 g ” -
Pipiis Becerwl CEPy: Corrasppedaces=,

27

7 a:,cymé FORMAT(S)
F elter Size

8. RECORD SERIES SEQUENCE

9. VOLUME /
~tie Orawer(s!

O Microfiim O Alphabetical o Microfilm Reet (s)
/ © Comouler Tape is)
O Lepai Size o Computer Tepe “Numerical ! G Other (SPeLify) e
O Bound Book O Floppy Disk G Chronologies! Number 3/ _r, F}:—, °
o Audio Tape O Video Tepe o Geographica! 10. ANNUAL ACCUMULATION
O Filp Orawe (3)
© Other {Specily) @ Other (Spacify) : O Mereliim Ree! (s)
: O Computer Tage(s)
;Dﬁ g 0 Othes (Spezity)
. Number
1. FILE 1S USED 12. FILE BECOMES INACTIVE AFTER
0 Daily O Weely O Monthly O Month(s) o Yesr(s)

Number

3, Zua;;; Z/Ano ) '(52 %f/&/ﬂﬁf‘

14, 1S RECORD S$ERIES DUPLICATED ELSEWHERE? (f yes. specily agancy or office)

o Yes ¢ No
15. ACCESS RESTRICTIONS {If yes, zite low{s) & regulation(s) 16. AUDIT REQUIREMENTS
D Yes B No O None [+) élaie O Federsl

O independent

17. 1S AR INDEX SYSTEM USED? (If yes, expiain briefly and
describe any hardware/soliware)

g Yes o Ne

18, RECOMMENDED RETENT!OIN

/

Retain for three (3) Years and until
all Audit Requirements have been

19. NAME AND TITLE OF PREPARER

Fulfilled, then destroy.

WAL RENA Masiean 100
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{NSTRUCTIONS ~ YYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS -RETENTION RECORDS MANAGEMENT DIVISION

SCHEDULE (0GS 550-1) 7275 WATERLOO ROAD
PC. BOX 275 - JESSUP, MARYLAND 20784 Page ot

1. DEPARTMENT/AGENCY )

2. DIVISION 3. UNIT

Co. I

DEFINITION - Recordy Soriu A group of relsted recerds normally filed snd used as s unit for reference 1s wall as retention and disposition purposes.

4. RECORD SERIES TITLE /{ rﬁj”( /W/%yg/ﬁ 5. BARLIEST YEAR | LATETEST YEAR

é//ﬁ%//%»%ﬂ/w// (o gerth) | P

6. RECORD SERIES DESCPJPTION ( Brle descrde the types ! informationdocumenis/forms !ound in Ihe Series. Include the purpose o¢ funcusn ¢f {he Selies;

feriz7zrie A&/V/M) Cﬂ/‘fe’%fﬁzfa/&o 2= NI
y écf///ﬂzg

7. RECCRD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 3. VOLUME / _
' : File Drawer(s)
elter Size O Microfiim

o Alphabelical O Mictofiim Reet (s)

‘ g,n/ © Computer Tape i3}
O Lepal Sze o Compuier Tape erical f O Oiner (Specify)

O Bound Bock O Floppy Disk G Chronsiogics! Number  ColAr /Ca-’

O Audio Tape O Video Tape . © Geographica! ) 10. ANNUAL ACCUMULATION
D File Drawer ()
O Other (Specily) o Other (Spacity) o Mercliim Ree! (s)

© Compuler Tape(s)

3#72 | o Othes (Specﬁy) -

Number
1. FILE IS USED _ 12. FILE BECOMES INACTIVE AFTER
0 Daily 0O Weekly U Monthly O Month(s) o Yeat(s)
: Number
13. GURRENT LOCATION(S) (Fldg.. Floor, Room] 14, 1S RECORD SER!ES DUPLICATED ELSEWHERE? (f yes. specify egancy of office)
>
VNI IS - /e
o Yes G No
15. ACCESS RESTRICTIONS (If yes, cite lowis) & reguiation(s) 16. AUDIT REQUIREMENTS .
o Yes o No C None O Sise D Federal G independent
17. 18 AN INDEX SYSTEM USED? (if yes. explan brielly and 18. RECOMMENDED RETENTION
describe any hardwere/sollware) W
o | USE rener=l Fo /e 7;’5/\?
15. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

|
|

WAL CEAd Meriean S0




INSTRUGTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES " AGENCY RECORDS INVENIGRY
REVISED RECORD SERIES FQRWARQ WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

SCHEDULE (OGS 550-1) 7275 WATERLOO ROAD )
P.O. BOX 275 - JESSUP. MARYLAND 20794 Page : ot

1. DEPARTMENT/AGENCY 2. DIVISION _ 3. UNIT
/4 KS% Lo, f’/;%?ﬂ&é
r 4

DEFINITION - Records Serles - A group of related records normally filed and usad as a2 unit for reference as well as retention and disposiion purposes.

4 RECORD SERIES TITLE /Wd—%/ yﬁ% 5. FARLIEST YEAR ! LATETEST Y/E;\R{
F s W%/e/yﬂ%aé»%%ﬂs} ITF L7

6. RECORD SERIES DESCRIPTION Bnerly descnte the lypes of mformahonldocumen%s lound in the, Series Incluce the purpose or;funcllcn of the Senes) <

ConTz: Tines, bow 7 7= 0] LTz 72, s
7/' %g/gs 7 C‘L/)xﬁ/:}f' /77/%”’ ﬂ?% Cee

7. RECORD/SERIES FORMAT(S| 8. RECORD S}ERIES SEQUENCE 9. VOLUME /
- . File Drawer(s}
Letter Size a Micreiim a Alphat 1 . a Microflm Reel (si
/ o Computer Tace s
0 legal Size a Compuler Tece Numernical O Cther (Specify)
0 Bcund Book G Floppy Disk . O Chronolog:cal Number w ﬁj_'
Q Auwdo Tape Q Video Tage T Geographical 10. ANNUAL ACCUMULATION

o File Drawer (€)

a Otker (Specify) 0O Clher {Speciiv)

D Microfilm Reel (s}
O Compuler Tape(s)
Dm/& O Other (Specify)
e » Number
11, FILE IS USED" v i A 12. FILE BECOMES INACTIVE AFTER
Q Daly a  Wesekly a Monthly ) o Month(s) o Yea(s)
Number ’
13. (CURRENT LOCATION(S) (B!dg., Floor. Roo 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
Fhio. 8ids Zudf7oor

a  Yes o No

15. ACCESS RESTRICTIONS {if yes. cite law(s) & requiation(s) 16. AUDIT REQUIREMENTS

U Yes a No a None g Slale O Federal O Independent

17. 1S AN INDEX SYSTEM USED? (Il yes. exoiamn crefly and 18. RECOMMENDED RETENTION
- nipe any hardware/software) )

D oes G o : Retain for three (3) Years and until
! all Audit Requirements have been
19. NAWE AND TITLE OF PREPARER 2. 1 Fulfilled, then destroy.

G638 £50-4 Fmased 1/93) i




-~>~- ~ PR ﬁr\h“"})rm"’

INSTRUCTIONS - TYPE OR PRINT A SEPGRATE FORM FOREACHNEW | DEPARTMENT OF quEhAL SERVICES AGENCY RECORDS uwamony
REVISED RECORQ SERIES. FORWARD WITH RECORDS -RETENTION RECORDS MANAGEMENT DIVISION
SCHECULE {0GS 850-1) 7275 WATERLOO ROAD

PG, BOX 275 - JESSUP, MARYLAND 2079¢ Page ot

1. DEPARTMENTIAGENCY : 2 DVISION 3. uNT - *-—T‘
st (o o

DEFINITION - Records Series - A group of related records normally Rled 1nd used as 8 unit for refetence as well as retention and disposition purposes.

4. RECORD SERIES TITLE ﬁ/' /Y e CZ /%:5;5 % ~ 5. BARUIEST YEAR { LATETEST YEAR
| /G540 L7 ET~

6. RECORD SERIES DESCRIPTION ( Briefly descride the lypes of information/documaents/forps found in the Series. Inciude the pwipose of funcuon of ine Seres;
Compurer 76%@5724/ LT i 00, , COVSASPOS OF =~

DEP —j7)) sy — pfss=T 4 //Z‘:f"/ Dy A chf
ﬂﬁéf o} e, M T AL 5 I JJ Wﬂzﬂ
| W@é r Cordirz 2l /%/0/7;}7“)/ Kw%/,wﬁ"n

Y 7y /r/aﬁ%//%// /ﬁnaw* L /e

7. RECORD SERIES AT(S) 8. RECORD SERIES SEQUENCE 3. VOLUME G/
~lie Diawer(s!
eller Size oo O Microfiim o Alphabetcal . O Microfilm Reet (s)
5}

. : © Comouter Tape !
O Legal Size Q Compuier Tape merical ' é Bﬁlﬁ({m’))
O Bound Beok O Floppy Disk O Chronsiogics! Nymber % F: /.
O Audio Tape O Video Tepe ) O Geographical : 16. ANNUAL ACCUMULATION
O Filg Drawer (s)
O Ottrer {Specily) o Other (Spacify) ‘ T Mereliim Reot (s)
: O Computer Tage(s)
T Othes (Spezify)
Number
1. FILE IS USED 12, FILE BECOMES INACTIVE AFTER
o Daily o Weekly U Monihly ' O Month(s} C  VYesds)
] Number
13 CURRENT Locmo S) (Eldg Floor, R F i 14, 1S RECORD SER!ES DUPLICATED ELSEWHERE? (if yes. specify egency ot office}
f Zﬁﬂ/
o Yes : ¢ No
15. ACCESS RESTRICTIONS (If yes, cite low(s) & regulation(s) 16. AUDIT REQUIREMENTS
o Yes o Ne o None o Stk o Federal O independent

17. 1S AN INDEX SYSTEM USED? (i yes. explain brigfly and 18. RECOMMENDED RETENTION
describe any hardwere/sollware)

. e (S .
G Yes G No Retain for%%(ears and until

all Audit Requirements have been —_—

19, NAME ANO TITLE OF PREPARER 2 Fulfilled. then destroy.

Wz 45—
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